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As of January 1, 2002, the Federal Business Opportunities (FedBizOpps/FBO) system has been the single
government point-of-entry (GPE) for Federal government procurement notices over $25,000. Government buyers
are able to publicize their business opportunities by posting information directly to FedBizOpps via the Internet.
Through one portal - FedBizOpps - commercial vendors seeking Federal markets for their products and services
can search, monitor and retrieve opportunities solicited by the entire Federal contracting community.
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Figure 1: FedBizOpps Home Page

1.1 System Requirements

The FedBizOpps System, www.fedbizopps.gov, can be accessed from any personal computer with Internet
access and a browser equivalent to Netscape 2.02 or later, and Microsoft Internet Explorer 4.0. User IDs
and Passwords are required to ensure that only authorized personnel are submitting procurement
documents on the system. A separate FedBizOpps Demo/Training Site has also been established to assist
Government Users to practice creating and uploading documents on the Internet. To obtain information
regarding the Demo/Training Site, click here.

1.2 Methods of Posting Documents on the System
Government buyers may use the following methods to post documents on the FedBizOpps system:

e Web interface (www.fedbizopps.gov)
e Send Mail Transfer Protocol (SMTP) Email Interface
e File Transfer Protocol (FTP) Interface



http://www.eps.gov/EPSBuyersManual/TrainingSite.htm
http://www.fedbizopps.gov/

1.2.1 Web Interface

The Web interface (www.fedbizopps.gov) is an internet-based method of data exchange between agencies
and FedBizOpps. This requires government buyers to be registered users with login names and passwords
in order to log into, navigate, and post documents to the "FedBizOpps Buyers" application of the
FedBizOpps system.

1.2.2 Email Interface

The email interface is an SMTP method of data exchange between agencies and FedBizOpps that allows a
government buyer to send an email message, which includes the data to be posted in a standard data
exchange protocol. The data exchange protocol, developed in accordance with the Federal Acquisition
Regulation (FAR), is based on a set of formatted document templates, each of which represents a specific
acquisition transaction. The following are the formatted document templates currently used:

Presolicitation Notice -Synopsis
Combined Synopsis/Solicitation
Modification to a Previous Notice
Award Notice

Sources Sought Notice

Foreign Government Standard
Special Notice

Sale of Surplus Property
Document Upload

Document Archival

To view these templates, click on the "Interface Description" link under "General Information".

bk General Information
¥ Section 508 Yendor Notice
P Management Responsibility
P Freguently Asked Questions

i FedBizOpps Hews
P hiat's MNew
P 508 Compliance

i Contact Information
¥ Email: tho support@gsa.gov
} Phone: 877-472-3779 (Toll Fres)

e FedBizOpps Home
» FedBizOpps Home
¥ FedBizOpps Buyers
P FedBizOpps Yendors

i Interface Description Templates
¥ Presolicitation Notice - Synopsis

¥ Combined SynopsisiSolictation

¥ Modification to & Previous Ratice

¥ Sale of Surplus Property

¥ Zuwvard Matice

¥ Sources Sought Motice

¥ Foreign Government Standard

P Special Motice

¥ Document Upload

¥ Documert Archival

FBO has been designed as a single entry point for vendors to search government acquisition oppartunities
actoss departments and agencies. This capability has been achieved by providing easy data exchange
hetween FBC and each agency's electronic procurerment system. Even though FBO uses different
communication pratacals {(SMTP, FTP, ete.) for cammmunications, it employs a standard data exchange
protocal, which was developed in accordance with Federal Acquisition Regulations (FAR)

hitpihannw. ac et gowvifar.

The data exchange protocol is based on set of formatted document templates, each of which represents a
specific acguisition transaction. As of August 1, 1999 FBO uses the following nine templates

Presolicitation Matice - Synopsis

Combined SynopsisiSalicitation

Modification to a Previous Presalicitation Motice
Auwvard Motice

Sources Sought Motice

Foreion Government Standard

Special Motice

Sale of Surplus Property

Docurnent Upload

Docurnent Archival

As the FBO development team continues adding new features to the System, new ternplates will be added.
Any changes and enhancements made to the interface in the future will be backward cormpatible and will
not reguire any changes to the user's systern, unless implementation of new functionality is desirable

The goal ofthis document is to specify each template and demonstrate its usage through examples.
How to Post Documents on FBO
In arder to post documents using FBO, an arganization needs to follow the succeeding stFBO:

1. Develop software that will generate ermails with corresponding ternplates out of its procurerment
system. For those who use CBDOMet, the same system can be employed with orwithout minor
modifications (FBC is backward compatible with CBOMet).

2 Contact FBO Administrator at ho.support@sa oy for user authority (User-id and password),

Figure 1.2: Interface Descriptions



Each of these templates can be viewed by clicking on the link for their names, starting with "Presolicitation
Notice - Synopsis".

In order to send documents to FedBizOpps via email, you will need to follow the steps detailed below:

1. Contact the FBO Administrator at 877-472-3779 or_fbo.support@gsa.gov for
Agency/Office/Location set up on the test server, user authority (User ID and Password), as well as
the email address and URL of the test server.

Send test messages for each type of template.

View the results of the test email submission on the test server.

Contact the FBO Administrator, once your testing is complete, to schedule a switch to the
production system.

PN

1.2.3 FTP Interface

The FTP interface is a data exchange method between agencies and FedBizOpps that allows a government
buyer to send a transmission, which includes the data to be posted in a standard data exchange protocol,
via FTP to the FedBizOpps system.

This method of data exchange is similar to that of the email transmission method. The same rules that apply
for the email method apply for the FTP method. This method also requires that Agency/Office/Location
information be set up on a test server, similar to the procedures mentioned above in the email interface
paragraph.

Please Note: This manual addresses the Web interface method of posting documents to the
FedBizOpps system.

1.3 Help Desk

The FedBizOpps Help Desk is open Monday - Friday, from 8am to 6pm, Eastern Time. The Help Desk can
be reached by phone at 877-472-3779 or by email at fbo.support@gsa.gov.
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2.0 FedBizOpps Demo/Training

Before posting directly to www.fedbizopps.gov, we recommend that you practice using our demo site. The
FedBizOpps demo site simulates the production site, and allows Buyers to practice using the FedBizOpps
system (creating, editing, archiving, deleting, uploading documents, etc.) without affecting the integrity of
production data. The FedBizOpps demo site can be accessed via the following link:

http://demofbo.gsa.gov
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Figure 2.1: FedBizOpps Demo Home Page

To log in and begin posting, click on "FedBizOpps Buyers".
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Figure 2.2: FedBizOpps Demo - Buyers

Enter "fbodemo" in the "Login" and "Password" fields, and click on the "Login" button to begin

using the demo site.

2.1 FedBizOpps Training Site

For additional assistance is using the FedBizOpps system, we recommend that you utilize our
training site. The FedBizOpps training site, which interfaces with the demo site, provides step by

step instructions on the basic functions of the FedBizOpps system, including:

Indexing
Archiving

The FedBizOpps training site is located at the following link:

http://www.fedbizopps.gov/training

Creating a Pre-Solicitation Notice, creating a Modification, creating an Award Notice
Uploading Files


http://www.fedbizopps.gov/training
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Figure 2.3: FedBizOpps Training Home Page



3.0 FedBizOpps for Buyers

Once you have practiced posting using the demol/training site, you are ready to begin using the FedBizOpps
System. To access the FedBizOpps System, type "www.fedbizopps.gov" in the address bar of your web
browser. Then, press the "Enter" key on your keyboard.
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Figure 3.1: FedBizOpps Home Page
To logon as a government buyer, click on the "FedBizOpps Buyer" button.
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Figure 3.2: FedBizOpps for Buyers



3.0 FedBizOpps for Buyers

3.1 Obtaining a FedBizOpps User Account

For contracting officers who need to post procurement notices on FedBizOpps, and have not yet obtained a
username and password, please click on the "Registration Form for Federal Users" link.

Buyers i \
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Emmﬂw@ FedBizOpps (FBO) Registration Form for Federal Users
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F ACGHET Home Page Before an indmdual user ¢ an register io use FBO, his or her Agency mast be registered with FBO. Please conlact the
F Derma FBOO FBO Helpdesk at 877- 472 -3770 or at oo suppon@ass qoy for Agency ragisirabon
¥ FBO Buryers Manual
¥ B Buyers Manual (Downioad)
Ermipilinyi Narme:
i General Information ) |
F Section 508 Viendor Hcios Emplayea Position/Job Title: |
F irberface Description
* Monagement Responshity Agency Hame: [Select One ]
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H
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Email Address: |

SubmitForm | Reset |

Figure 3.3: Registration Form for Federal Users

Once you have filled out the registration form and clicked on "Submit FBO Registration Form", your
request will be forwarded to the FedBizOpps Agency Administrator for your agency. The
FedBizOpps Agency Administrator for your agency will set up your user account and provide you
with your logon information.

If you do not receive your username and password in a timely manner, please contact the help
desk at 877-472-3779 or fbo.support@gsa.gov for your FedBizOpps Agency Administrator's
contact information. Please be advised that this process may take several days.

3.2 Forgot Your Password?

If you already have a FedBizOpps user account, but have forgotten your username or password,
you can obtain your username and password by clicking on the "Forgot your password" link.

10
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3.0 FedBizOpps for Buyers

FBO Password Finder

To recemwve your usemame and password by emaill, please enter your email address and chck the send request button

Email address |

Send Request | Doml[

Figure 3.4: FBO Password Finder

Enter your email address and click on "Send Request". You will then receive your username and password
via email.

Please Note: The email address field is case sensitive. Please enter your email address exactly as
indicated in your FedBizOpps account (all lowercase, all uppercase, etc.). If you enter your email address in
a different case then that which is indicated in your account, you will receive an error message. If you are
unable to use the "Forgot your password" link to obtain your password, please contact the FedBizOpps Help
Desk, 877-472-3779 or fbo.support@gsa.gov, for assistance.

3.3 Buyer Login

To login, enter your username into the "User ID" field and your password into the "password" field. Then,
click on the "Login" button.

TEST ORG

TEST OFF
TESTLOC

User: John Smith

Figure 3.5: FBO Buyers Posting Screen

Once you have entered your username and password, the system will transfer you to the initial FedBizOpps
posting screen. This screen will display your name, as well as your Agency/Office/Location. The system
consists of many screens, with menu buttons at the top of each page. A list and a brief description of these
button features are as follows:

11
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3.0 FedBizOpps for Buyers

This feature allows you to transfer from the Government "User" section of the application to
the Vendor Module. Once you click on this button to enter the Vendor Module, you will need
to log in again to return to the Buyer Module.

This button allows you to create and post synopses, modifications, awards and other
CREATE acquisition notices.

EDIT This button allows you to edit acquisition notices that have been saved, but not posted.

This button allows you to obtain a list of vendors interested in bidding on a solicitation. It
also allows you to publish this list of interested vendors on FedBizOpps.

This button allows you to upload solicitations, amendments and other related documents
from your desktop computer to the FedBizOpps System.

INDEX This button allows you to attach a URL address to a notice.

This button allows you to move procurement notices from the 'active' to the 'archive'
database.

This button allows you to move procurement notices from the 'archive’ to the 'active’
il | database.

This button allows you to delete synopses, solicitations, and related documents from the
system. Please note: We do not recommend deleting information from FedBizOpps, as
DELETE vendors may receive notification of the posting, or have viewed the posting, prior to
deletion.

This button allows designated Agency Administrators to add, update, and remove
information about "Agency" "Offices", "Locations", and "Users". The "ADMIN" button is only
available to those individuals designated as "Administrators" by their Agency FedBizOpps
Administrator.

This button allows designated Stat Reviewers to view FedBizOpps System statistics. The
STATS "STATS" button is only available to those individuals designated as "Stat Reviewers" by
their Agency FedBizOpps Administrator.

This button allows you to update information on your profile such as your name, telephone
PROFILE number, email address, etc.

— This button terminates the FedBizOpps System application, and transfers the "User" to the
LoGout FedBizOpps "Login" page.

12



3.0 FedBizOpps for Buyers

3.4 Buyer Profile

Before you begin posting to the FedBizOpps System, you will need to verify that your profile is correct. Each
User is responsible for ensuring that their account information (Name, Title, Telephone Number, Fax
Number, Email Address, Agency/Office/Location) is correct. You should verify this information first, as this
information is extracted from your profile and displayed in the procurement notices you post on FedBizOpps.

To view your information, click on the "Profile" button.

User Administration

First Mame: [Joha
Middle Initial: [

| Last Name: [Smith

Title: [Contracting Specialist
User Name: jseath
Password:  [===

Telephone: |202-222-2222
Fax: 202-333-3333
Email: oS i null

Location: [TEST ORGTEST OFF, TESTLOC

oo s ==

Figure 3.6: Buyer Profile

The following restrictions apply to the information fields:

First Name: || Only alphabetic characters, punctuation marks, and a space between them.

Middle Initial: | Only one alphabetic character, a period with no space between them.

Last Name: | Only alphabetic characters, punctuation marks, and a space between them.

Title: || Only alphabetic characters and a space between words.

User Name: || Only ten (10) alphanumeric characters and no space between them.

Password: | Only eight (8) alphanumeric characters and no space between them.

Telephone: | Only numbers, parentheses, and dashes with a space between characters.

Fax: | Only numbers, parentheses, and dashes with a space between characters.

Only alphanumeric characters, a period, an "@" symbol, and no space between

Email:
characters.

13



3.0 FedBizOpps for Buyers

If you wish to cancel information that you have entered, click on the "Cancel" button at the bottom of the
page. If you wish to return to the previous page, click on the application "Back" button. Otherwise, fill out the
required information and click on the "Save" button. After the "Save" action is completed, the system returns
you to the main posting screen as shown in Figure 3.5 above.

If your Agency, Office or Location information is incorrect, or if you would like to change your username, you
will need to contact your Agency FedBizOpps Administrator for further assistance. If you do not have contact
information for your Agency FedBizOpps Administrator, please contact the FedBizOpps Help Desk at 877-
472-3779 or fbo.support@gsa.gov for assistance.

14
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4.0 Creating a Presolicitation Notice

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

The first thing that should be posted for a procurement notice is a synopsis. You will not be able to upload
solicitation documents until a synopsis is posted. A synopsis can be any one of the following:

Presolicitation Notice

Sources Sought Notice

Special Notice

Foreign Government Standard
Sale of Surplus Property
Combined Synopsis/Solicitation

The “Combined Synopsis/Solicitation” allows the buyer to publish both a notice (synopsis) and a
solicitation in a single FBO submission for commercial items, as defined by the FAR (Sub Parts 5.202 &
12.603). The combined synopsis/solicitation notice does not require a minimum 15-day delay between
notice and solicitation release.

To create a notice, click on the "CREATE" button.

(N T T ST T T T T T I B Tl M
Acquisition Notice Posting
TEST ORG
Action Code:
& P =Presolectaton MNotice
C A= Award Notice
© M= Modficaton to a Previcus Motice
© R =Sources Sought MNotice
5= Special Hotice
© F = Foreign Government Standard
C G=Sale of Surplus Propeny
© K = Combmed Synopsis/Solicitaton
Mexd 333

Figure 4.1: Creating a Presolicitation Notice

For this example, we will create a Presolicitation Notice. Select “Presolicitation Notice” and click
on “Next”.

15



4.0 Creating a Presolicitation Notice

e e e

Action Code: P = Presolicitation Motice

Diate om whach the synepas is posted Lo the Wk

Date: 06/25/02

Serwice of supply code numb-ee, Exch symopsis shall ciassdy the conbemplated contract sction under the one clssfied cods wiach most closely descabes the scquistion. IF the action is
for u mulphicaty of goods sndior services, the prepaser shoudd pelect the one cabegory best desenbang the cverall scquesison bared upon vabae

Classification Code:

al

111 = Muclesr ordnance

|I2 = Fir confrol equipment

13 = Ameruniton £ explothes
14 = Cunded miggdis
15 — Aircral & pdrframe struchural compongnts

17 — Awrcealt launchng, landing & ground handling egquipmeant

18 = Space vehicles

19 = Ships, small craft, postoons 4 foaling docks

20 — Ship and meine equipment =

The complets name and address of Dw contracting ofice

Contracting Office Address:
TEST ORG, TEST OFF, TESTLOC, 18 Misery Lane, Vienna, VA, 20202

Emaf e depemplaon of sericas, rupphe s, o progact requared by the posting ageney

Title: (200 characrer spaces avaslable)
[Test Sclicitation for Aircrat Comganents

Figure 4.2: Presolicitation Notice Worksheet

Please Note: Before you begin, please refer to the templates listed under the “Interface
Description” link on the FedBizOpps home page. These templates will specify the data format for
each field.

4.1 Action Code

The synopsis type will be indicated at the top of the page. In this case, the action code is “P” for
“Presolicitation Notice”.

4.2 Date

The “Date” field is generated by the system based on the date the notice is entered into the FedBizOpps
System.

4.3 Classification Code

The first item you will need to select is a Classification Code. To select a classification code, scroll down to
the appropriate classification code and highlight it. You can only select one classification code.

Please Note: Questions regarding the appropriate classification code for your notice should be directed
internally to your agency. The FedBizOpps Help Desk cannot advise you on which classification code to

select.
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4.0 Creating a Presolicitation Notice

4.4 Contracting Office Address

The system will automatically generate the data for the “Contracting Office Address” field, based on
the Agency/Office/Location associated with your FedBizOpps account.

If your Agency, Office or Location information is incorrect, you will need to contact your Agency
FedBizOpps Administrator for further assistance. If you do not have contact information for your
Agency FedBizOpps Administrator, please contact the FedBizOpps Help Desk at 877-472-3779 or
fbo.support@gsa.gov for assistance.

4.5 Title
Please enter a brief description of the services, supplies, or project in this field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in
this field.

e e

HResponseDate: MonmJ'JS_ Da)"r Year. IEW?

Falect one or more mame(s) for poind of confact

Primary Point of Contact:  Secondary Paint of Cantact:
Joha Smith

Agency asrigned manber for contod, trackeng, and identificabion
Flease use alphe-rmmmence, and dashes OHLY

Solicitation Number: [TesiSoH01-2R
1 yens do med have & pobcitaleon cumber, enler 8 waqus numbe for efecence (0 . PR number)

Reference Number: |

Description: **Mo HTML Tag:**
This is a test.| =]

Figure 4.3: Presolicitation Notice Worksheet
4.6 Response Date

The “Response Date” is the deadline for the receipt of bids, proposals, responses, etc. Two digits should be
entered for the month and day, while four digits should be entered for the year.

If there is no closure date, you can leave the response date field blank. If you leave the response date blank,
you will need to set your archiving policy to “Automatic, On Specified Date” or “Manual”. You will not be able
to use the default archiving option of “Automatic, 15 Days After Response Date”. The archiving policy is
specified in Section 4.12 of this manual.
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4.0 Creating a Presolicitation Notice

4.7 Point of Contact

A Point of Contact (POC) is listed in each notice for vendors who have specific questions regarding the
notice. You can choose a Primary and/or Secondary Point of Contact for this notice, but you need to AT
LEAST pick a Primary Point of Contact. The system will automatically display the names, titles, telephone
numbers, fax numbers, and email addresses of any points of contact chosen.

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact”
fields, you will need to contact your Agency FedBizOpps Administrator for further assistance. If you do not

have contact information for your Agency FedBizOpps Administrator, please contact the FedBizOpps Help

Desk for assistance.

4.8 Solicitation/Reference Number

A Solicitation Number or Reference Number must be entered for each notice. If you do not have a
Solicitation Number, please enter a unique number into the Reference field (such as a PR or contract
number).

Please Note:

e The Solicitation Number must be unique. You will not be able to enter two solicitations with the
same Solicitation Number.

o The Solicitation and Reference Number fields can only contain alphanumeric characters and
dashes. If you input any other characters into this field, your notice may not post. An example of an
acceptable solicitation number is GS-01P-02.

4.9 Description
A narrative description of the notice should be entered in this field.

We recommend that you type the text in a word processing application (e.g. MS Word, Word Perfect) and
paste into FedBizOpps in order to:

e Ensure that your data is not lost if you are timed out or experience an unanticipated outage.

e Complete a character count (to ensure that your text fits within the 24,000 character maximum for
the description field).

e  Spell check your text, as the FedBizOpps System does not have a spell check function.
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4.0 Creating a Presolicitation Notice

[ESRE [VREESCTINN NSNS NS YUy S I PR [ P

Flace of Contract Performance

kd&usl‘ﬁnyf:’ilm 1123 Mair Seceer, Vashimgren, DO =]
| =
Postal Code 20002
Comniy !!,. =
SetAside
——— 1
| 1'obal FLADLOne =]

Archiving policy, Synopsis and associsied documents mey be scheduled for archaving fifteen days after ihe response dais, or upon o user-specified date subsoquent to the posiing

daks, or bl nacheduled snd menualier srhived laler

The batast echaveng dats chosen for & synopsis of any sssocinted docusent will beccess the sffective wvkeving dats for the sntes document a4t
Vear must be specified with & full fowr charsciers: e, “2000 insiesd of "00".

Archiving policy:
& Agtornane, 15 days after response date

© Aatorats, on speciicd date - Mocth Day Year I
© Marnsal srehive

- S - Post Claas Form I

Figure 4.4: Presolicitation Notice Worksheet
4.10 Place of Contract Performance
The “Place of Contract Performance” field is not a mandatory field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in these
fields. Please do not use apostrophes in this field.

4.11 Set Aside

The “Set Aside” field is not a mandatory field. The default is “N/A”. To select a specific set-aside type, click
on the arrow on the right hand side of the drop down box. Then, scroll down and highlight the appropriate
set-aside type.

4.12 Archiving Policy

When a notice is created, it remains in the “Active” database of FedBizOpps until it reaches the archive date
set by the contracting officer. Once the archive date is reached, the notice is moved to the “Archive”
database. This notice is still accessible on FedBizOpps, but will not show up in the active postings for an
agency. There are three archiving options available:

¢ Automatic, 15 days After The Response Date — This is the default option. The notice will
automatically archive 15 days after the response date entered by the contracting officer.

 Automatic, On Specified Date — The notice will archive on the date specified by the contracting
officer. Two digits should be entered for the month and day, while four digits should be entered for
the year.
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4.0 Creating a Presolicitation Notice

e Manual Archive — The notice will not archive until the contracting officer manually archives the
notice using the “Archive” button. Please see Section 10 for additional information on archiving.

Please Note: If you leave the response date blank, you will need to set your archiving policy to “Automatic,
On Specified Date” or “Manual”, you will not be able to use the default archiving option of “Automatic, 15
Days After Response Date”.

4.13 Submitting the Synopsis

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the
information, or select the "Clear Form" button to erase the information on the form and start over again.

Please Note: If you exit the “Presolicitation Worksheet” without saving or posting, your data will be lost and
you will need to recreate the notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post
using the “Edit” feature described in the next section of this manual. If you were to click on “Save”, you
would receive the following confirmation screen:

PROFLE LOGOT

5
»
=
=

Confirmation

Diacument was saved mecessfully Mete that the document has sot been posted ta FBO

ox]

Figure 4.5: Save Confirmation
Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when
you click on “Post”.
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4.0 Creating a Presolicitation Notice

Test Solicitation for Aircraft Components

General Information

Document Type: P = Presobcstation Motice
Sobectaton Number: TestSol-01-2E
Posted Date: Jun 25, 2002
Response Date: AUG 31, 2002
Archive Date SEP 15, 2002
Classtfication Code; 16 -- Aircraft components & accessories
Set Aade: Total HUE-Zone
Contracting Office Address

Figure 4.6: Pre-Post Summary

—

Set Aside: Total HUB-Zone
Contracting Office Address
TEST ORG, TEST OFF, TESTLOC, 18 Misery Lane, Vienna, VA, 20202
Description
‘Thas 15 a test.
Paint of Contact
John Smith, Contracting Specialist, Fhone 202-222-2222, Fae 202-333-3333, Emad none(@dev.mill
Flace of Contract Performance

123 Main Street, Washington, DC
20002
UsSA

Are you sure you want to post this notice ?

s EI

Figure 4.7: Pre-Post Summary
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4.0 Creating a Presolicitation Notice

Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post
Summary screen. If you need to make any changes to the data, click on “No” under “Are you sure you want
to post this notice?”. Clicking on “No” will take you back to the “Presolicitation Notice Worksheet” where you
can make any necessary changes. You may choose to post at that time by clicking on “Yes” under “Are you
sure you want to post this notice?”.

Click on “Yes” to post the Presolicitation Notice.

Confirmation

Prescbetation Motice for TestSal-01-2R has been posted successfully to FEO.

QK Ok—-Recere Notice in 24h

Figure 4.8: Confirmation Screen
If your notice posted successfully, you will receive a confirmation screen.

Click on “Ok” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation
screen and register to receive an email notification from the FedBizOpps System within 24 hours. This email
notification will provide a link to your recently posted data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps.
Instructions on how to check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or_fbo.support@gsa.gov for assistance.
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Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

The “Edit” button can be used to edit a saved synopsis, but not a posted synopsis. If you need to make
changes to a posted synopsis, you will need to create a “Modification”. Modifications are discussed in the
Section 6 of this manual.

Please Note: Once you open a file with the “Edit” function, you MUST click on “Save” or “Post”. If you exit
the “Presoliciation Worksheet” screen without saving or posting, your data will be lost and you will need to
recreate the notice.

Click on “EDIT” to edit a saved synopsis.

L i | e | eor | A ] ow § (hoed ] ARCAIVE ] UWARCHIVE | DETE | Aowd | smars | peonie | iocour ]
Acquisition Notice Posting
TEST OFF
Synopsis:
Open Delete I
Modification:
Open Dol I
Award.

Figure 5.1: Edit Function

Notice that the title of the screen is "Acquisition Notice Posting". You can edit saved “Synopses”,
“Modifications”, or “Awards”. Select the synopsis you wish to edit from the pull-down list under the heading
called "Synopsis". Then, click on the "Open" button.
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5.0 Editing a Notice

Presolicitation Notice Worksheet

TEST ORG

A single alphabetic character denoting the specific action related in the synopeis.

Action Code: P = Presolicitation Notice

Fhade o colfot Bls oo ioioZeoncas #ds hs BEFR
ks o Wiich the Synapais o posied o e Weu

Date: 06/25/02

S S T S T ST JU S = R e S R SO S S A U T S S S T S S S ST SR T B S
SerVce OF FUpPLY Cods namoer. Cach SyHoPpEs #nad classdy the conlrmplaled contiiel aciion Under the one clasnned cods Winch mo# closely descnoss the acquention IF ihe adion i

for & muoltiplicity of goods andfor services, the prepaser ghould select the one catagony best describing the oversl] acouisstion based upon vabee,

Classification Code:

13— Ammunition & explosies |
14 = Guided migsiles

15 = Aurcrafl & aiframe structural compaonents

16 = Adrcraft componenis & accessories

17 = Aircraft launching, landing & ground handling ecquipment

18 - Space wvehicles

19 = Ships, small craft, pontoons & floating docks

20— Ship and manna aguipment

22 = Railwey equipmant |

Figure 5.2: Presolicitation Notice Worksheet

This screen, "Presolicitation Notice Worksheet”, displays the information that the User has already created
or edited to date. The User may change the information, Preview, Save, Post, or Clear the form, using the
same procedures described in Section 4 of this manual, “Creating a Presolicitation Notice”.

Please Note: When using the “Edit” function, you will need to enter the “Response Date” again, as well as
reset the “Archiving Policy”.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps.
Instructions on how to check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or fbo.support@gsa.gov for assistance.
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Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

You can create a “Modification” if you need to change information in a posted synopsis. You can modify the
synopsis to change:

Response Date

Point of Contact(s)
Description

Place of Contract Performance
Set Aside

Archiving Policy

You cannot modify:

Classification Code

Title

Contracting Office Address

Solicitation Number

To modify a synopsis, click on the "CREATE" button.

L wen | caoie | ea | om | ownmo | oweex | o ) owconve ] omme | oaoee ] ostos ] omome ) LocouT ]
Acquisition Notice Posting
TEST ORG
Action Code:
T = Pregobetation Notce
© A= Award Notice
& W = Modfication 1o a Previous Notice
© R= Sources Sought Notice
© 5= Special Hobice
© F =Foreygn Governmment Standard
© Gm= Sale of Surplus ;".'Opf:?)‘
© K = Combined Synopsis/Sobctation

Figure 6.1: Create a Modification

Select the "Action Code", "M = Modification to a Previous Notice". Click on the "Next" button.
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General Services Administration

Action Code:
M = Modificafion to a Previous Notice

Select a Document:
| Tesrsol0l-26 |

51123

| o

Figure 6.2: Modification Screen

If you wish to return to the previous screen, click on the application "Back" button. Otherwise, select a
synopsis file from the pull-down list under the heading called "Select a Synopsis". Click on the "Next" button,
and the following screen is displayed:

i T Gianre T tor T T o] ~cex ] acanve | wwicane | oare | o ] ~Siws |

Modification to a Previous Notice Worksheet

TEST ORG

A single slphabetic character denoting the specific astion relsted in the synopsis

Action. Code: M = Modification to a Previous Notice

Date on which the synopsie is posied o the Web

Date: 06/25/2002

Service of supply code number. Exch synopein ehall clapsdfy the contemplated contrect action under the one classified cods which most clopely deseribes the acqusition. I the action i
for o multipheity of goods andfor servces, the prepaser should sebect the one category best descnbang the ovnrall sequisition based upen vabus

Classification Code:
16 == Aircraflt components & accessones

The complete name and address of the contracting office

Contracting Office Address:
TEST ORG, TEST OFF. TESTLOC, 18 Misery Lane, Vienna, VA, 20202

Baef taile desenghion of services, supplies, or progect reqused by the posting agency.

Title: 200 characier spaces available)
Mmoo e At m

a

Figure 6.3: Modification to a Previous Notice Worksheet
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Please Note: Before you begin, please refer to the templates listed under the “Interface Description” link on
the FedBizOpps home page. These templates will specify character limitations for each field.

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the
information, or select the "Clear Form" button to erase the information on the form and start over again.

Please Note: If you exit without saving or posting, your data will be lost and you will need to recreate the
notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post
using the “Edit” feature described in the Section 5 of this manual. If you were to click on “Save”, you would
receive the following confirmation screen:

Confirmation

Document was saved successfilly. Mote that the document has not been posted 1o FBO
o

Figure 6.4: Save Confirmation

Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when
you click on “Post”.

Pre-Post Summary

General Services Administration

Document has NOT been posted yet - please review and then click Yes at the bottom of the page to complete Post.

ActionCode: M = Modification to a Previous Notice

16 — Test Solicitation for Aircraft Components

General Information

Dociumnent Type: M = Modification to a Prewous HNobice
Sobemahion Number TestSol-01-2E

Paosted Date Jun 25, 2002

Response Date AUG 31, 2002

Archeve Date SEP 15, 2002

Classfication Code: 16 == Adrcraft components & accessonies
Set Aade: Total HUB-Zone

Figure 6.5: Pre-Post Summary
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Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post
Summary screen. If you need to make any changes to the data, click on “No” under “Are you sure you want
to post this notice?”. Clicking on “No” will take you back to the “Modification to a Previous Notice Worksheet
where you can make any necessary changes. You may choose to post at that time by clicking on “Yes”
under “Are you sure you want to post this notice?”.

Click on “Yes” to post the Modification.

Al -
Confirmation
Moddication for TestSol-01-2R has been posted successfully to FEO

| - P - I
LW UR=HECena NOouoe in L9n I

E

Figure 6.6: Confirmation Screen
If your notice posted successfully, you will receive a confirmation screen.

Click on “Ok” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation
screen and register to receive an email notification from the FedBizOpps System within 24 hours. This email
notification will provide a link to your recently posted data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps.
Instructions on how to check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or fbo.support@gsa.gov for assistance.
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7.0 Interested Vendors List (IVL) Module

The Interested Vendors List (IVL) Module allows Vendors to register their interest in bidding on a solicitation
posted on FedBizOpps. This capability also allows you to review and publish a list of interested vendors
online to facilitate Vendor collaboration.

In order to activate the Interested Vendors Module for a particular solicitation number, you will need to first
“enable” the functionality. If you do not enable the IVL function for a solicitation number, the “Register as
Interested Vendor” button will not be visible on FedBizOpps, and Vendors will not be able to register their
interest online.

To access the Interested Vendors Module, from the Buyers Module, click on “IVL”.

L T ceone Jeor T wi T wriono [ oo T aronve Juwionne [ ceaere | aown [ siwrs ] pronue | iocour ]
Interested Vendors List (IVL)
TEST ORG
Select a solicitation:

SECURE_SSN_TEST  a]

TIME_TEST

cas_email 02

c55_email_05 _:I

Enable WLiChange VL Status l Wiew I List I

Figure 7.1: Interested Vendors Module

Highlight the solicitation number for which you would like to allow Vendors to register as an interested
vendor. Then, click on “Enable IVL/Change IVL Status”.

Please Note: You will not be able to view a list of “Interested Vendors” using the “View IV List” button until
you have enabled the functionality, and Vendors have registered online.
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7.0 Interested Vendors List (IVL) Module

Enable IVL

General Services Administration

Enable IVL for solicitation:

Number: TestSyn-0627
IVL Statas: Mot enabled
Title: 99 . Test Synopsis

FPosted Date: Jun 27, 2002 Click “Enable’ button below to enable IVL for the

Response solicitation
Date: Aug 31, 2002
POC: George Tracy, The Big Boss, Phone 703 872-3846, Fax none,

Email george tracy(@igsa gov

Enable [ [ Cancel

Figure 7.2: Enable IVL

A summary of the synopsis will be displayed. If you do not wish to enable the “Interested Vendor”
functionality, of if you have selected the wrong solicitation number, click on “Cancel”. This will return you to
the Interested Vendors Module. If you would like to permit Vendors to register as an “Interested Vendor”,
click on “Enable”.

Confirmation

IVL for the sobicitation has been successfuly enabled

o

Figure 7.3: Enable Function Confirmation
If you have successfully enabled the IVL function, you will receive a confirmation screen.

Once you have enabled the IVL function for a particular solicitation number, Vendors will see the “Register
as Interested Vendor” button on the listing page for the solicitation number in the Vendor Module of
FedBizOpps.

Please Note: If you do not enable the IVL function, the “Register as Interested Vendor” button will not be
visible to the public.
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7.0 Interested Vendors List (IVL) Module

T & 4 _ A
F('I:;al_E_Ll-si-n..:-s;fjr;pul'P.milLr; 1
i
a ok ninls alfa™s oW ol
1RS> URW

Business Opportunities

Office : TEST OFFICE THREEE
Location : TEST LOCATION FAUX

Synopsais - Posted on Jun 27, 2002

Fegister to Receive Notification | Register as Interested Vendor |

Numbered Notes

SEARCH smanses Pracrement Reference Tihrare

Figure 7.4: Register as Interested Vendor Button

From the Vendors Module, Vendors can click on the “Register as Interested Vendor” button to submit their
contact information to you.

Vendors

Federal Business Opporfunities

k Find Business Opportuity Interested Vendor Registration Form

o Buyers Links
P ACGNET Home Page

¥ Rexgsiration Form for Fadersl Lisers Wou've choosen 10 register &5 Interested Vndor for soliciation TestSw-0627". In order 10 register, please, Nl oul the

regisiralion form below.

¥ Daino FBO
F FE Euryers Manual
P FBO Buysrs Marnesl (Deswnipad) Registration information:
W General Information ComparyName: *  [Miller Designs
¥ Section 506 Vendor Notice Address: * [123 Market Street
¥ indarface Description .
A - Phone Humber: ©  [212-222-2222
¥ Eroquentty Asked Guestions Email Address:© [lim@dev il
b Point of Contact: [ Tim Miller
otact informato Business Tye: [T ~ |
¥ Emait b0 supportEhgsa. o

P Phone: 877-472-3779 (Toll Free) ———

o FedBirOpps Home
P FedBirtpns Home:
P FeddBiztpps Buyers I Regisier as Interesiad Vendor I [ Clear Form I
* FedBirOpps Vendors

Figure 7.5: Interested Vendor Registration Form
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7.0 Interested Vendors List (IVL) Module

Once the Vendor completes the registration form, they will click on “Register as Interested Vendor”.

Vendors

Federal Busingss Opporfunifies

o Find Business Opportunity
i Bumrore | inke T D I R O W P Y
[P L .. imeEresieu Venuon meldisiialiun mesun
I ACOMNET Hame Page
I Registration Form for Federal Users
¥ Derno FBO
¥ FEO Buyers Manusl Youve been successiully registered as interested in solicitation TestSm-0627", The registration process will take
¥ FBO Buyers Manusl (Downiosd) about ten mindutas. You may chedk the update later
S
 General Infarmation returm to:
P Seckion 508 Vendor Meotice .
¥ ieriace Description Eederal Business Qpporynities Home Page

Vondod Raqgistralion Homg Pagg

¥ arsgemeri REsponSRRY
¥ Froquentiy isied Guesiions

# Contact Information
P Emait o supponZysa. gov
¥ Phione: 77-472-3779 (Tol Fres)
i FedBirOnne Home
P FadBirOpps Homa:
P FedBirlpps Buryers
P FedBizOpps Vendors

Figure 7.6: Registration Form Confirmation
If the Vendor has successfully registered, they will receive a confirmation screen.
If you would like to view a list of “Interested Vendors”, click on “IVL” in the Buyers Module.

Please Note: You will not be able to view Vendor information immediately after it is entered by the Vendor.
It will take at least 10 minutes for this information to be available to you.

QN T T ST T T T T YT T I BT ST

Interested Vendors List (IVL)
TEST ORG

Select a solicitation:
SECURE_SSN_TEST  a]
TIME_TEST

cas_email 02

c55_email_05 ;I

Enable IVLiChange IVL Staus | View IV List |

Figure 7.7: Interested Vendors Module
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7.0 Interested Vendors List (IVL) Module

Highlight the solicitation number and click on “View IV List".

Vendors

Federal Business Opporfunitias

*mmw

 Vendors Links

F ACGNET Home Page

P Viendor Fesdback Emad

¥ iendor Hotification Service
P \iendors Uiser Guide

W General Information
¥ Saction 505 Wendor Moo
¥ inberince Description
P Managemant Responskaty
P Frequently Asked Questions

& Contact Information
b Emal fbo supportioss gov
¥ Phone: 677-472-3779 (Toll Fres)

i FedBizOpps Home
P FoacBizOpps Homa

¥ FedBizOpps Buyers
P FedBizOpps Vendors

Cormparry Maime:
Business Type:

Comparmy Marme:
Business Type:

Comparny Namie:
Business Type:

Vendors Interested in Solicilation TestSyn-0627

Wendor name anid contact information:

Mark Srnith i 58
I
N POC
i
Cormpilitivie Ema
Miller D n -
er Dasigns .
Competitive poc
Email:
Ties! Comp n "
pany
. PO
Carnpatitive
g Email:

T rmarkg@dennull
; 202-333-3333

 Tim Miller

s 123 Main Streel

Phore:  202-222-2212

123 Market Streed
Phone:  112-232-2312
i 1]

: 101 15t Street
t M Test
- tastedav nul

Phone:  972-722-1212

Figure 7.8: List of Interested Vendors

A list of “Interested Vendors” will be displayed, including all Vendors who have submitted the “Interested
Vendor Registration Form”. If Vendors have not registered their interest on FedBizOpps, and there is no list
of “Interested Vendors” available, you will receive the following message:

LOGOUT

Sorry,

Vendors

Federnl Business Opportunities

L

Interested Vendors List for the solicitation does not yet exist

Back

Figure 7.9: Nonexistent List

You can publish the list of “Interested Vendors” on FedBizOpps. To publish this list, click on “IVL".
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7.0 Interested Vendors List (IVL) Module

L T ceone | e v T oriowo T oo T heonnve Juwionve | oeire T sown T —siwrs ] emoeue ] Locour
Interested Vendors List {iVL)
TEST ORG

Select a solicitation:

SECURE_SSN_TEST &

TIME_TEST

czs_email_02

cs5_email_05 ;l

Enable VL/Changs VL Status | Migw IV List |

Figure 7.10: Interested Vendors Module

To publish the list, click on “Enable IVL/Change IVL Status”. Instead of having the “Enable” button, you will
now see the “Publish” button. If you do not wish to publish the list of “Interested Vendors”, of if you have
selected the wrong solicitation number, click on “Cancel”. This will take you to the Interested Vendors
Module. If you are ready to publish the list of “Interested Vendors” on FedBizOpps, click on “Publish”.

Please Note: Once you publish the list, you cannot “unpublish” the list. It will be available for Vendors to
view on FedBizOpps.

o T e T o T T ot ] rooc T hwove ] owwve | oere | —sows ]| ~Frone ] ocour

Publish IVL

General Services Administration

Publish IVL for solicitation:

Number: TestSyn-0627
IVL Status:  Enabled

Title: 99 <« Test Synopsis
Posted Date: Jun 27, 2002
Click "Publish’ below to publish IVL for the solicitation
Response 21 2002
Date:
FOC: George Tracy, The Big Boss, Phone 703 872-3346, Fax none,
: Email george tracy(@gsa gov
Publish Cancel

Figure 7.11: Publish Interested Vendors List

If you have successfully published the list of Vendors, you will receive a confirmation screen.
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7.0 Interested Vendors List (IVL) Module

Confirmation

IVL for the sobcitation has been successfuly pubhshed.

o

Figure 7.12: Confirmation of Published Interested Vendors List

Once you publish the list of “Interested Vendors” on FedBizOpps, Vendors will see a link entitled “View List
of Interested Vendors” on the listing page for the solicitation number. They will be able to view this in the
Vendors Module.

Please Note: All of the information submitted by the Vendor through the “Interested Vendor Registration
Form” (Name, Company, Contact Information) will be published on FedBizOpps.

TEST ORG

Vendors *

Federal Business Opportunities

Business Opportunities

Office : TEST OFFICE THREE
Location : TEST LOCATION FAUX

Solicitation number : TestSyn-0627
Title : 99 -- Test Synopsis

Synopsis - Posted on Jun 27, 2002

Register fo Fecene Motification ] Fegister as Interested Vendor I

View List of Interested Vendors

Numbered Notes

Figure 7.13: “View List of Interested Vendors” Link

Click on “View List of Interested Vendors”.
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7.0 Interested Vendors List (IVL) Module

P ACGHET Home Pae Wendor name and contact information:
P Vencke Fredbeck Emad

P Vendr Hotification Seevice
e o | comawwomaen  Cowciwomaten

. ) Address: 123 Main Streat
el e BOC:  mark@devril Phon:  202772-7222
¥ Section 505 Yendor Mobice 5 Typi: Compe Email  702.233-7131
Finterince Descriphion
¥ Managemert Responsidty c - Address: 123 Market Straet
P Frequentty Asied Questions ompary Name:  Miller Designs . Phane: :
Business Tvpe:  Competitive POC:  Tim Millar 2l X sy )
Email: i I
|2 S Sy N Sp——t
% Contact indoomation
- Address: 101 15t Street
o - Compaiy Name: Tes! Company POC: Mr Test Phone: 972-122-2222
¥ Phione: §77-472-3779 (Tol Free) Business Typis  Competitve ¢ M Tl i
Email:  {asi@dey nyll
i FedBirOpps Home
¥ FocBiaOpns Home
¥ FedBizOpps Buyers
¥ FedBizOpps Verdors

Figure 14: List of Interested Vendors

A list of “Interested Vendors” will be displayed, including all Vendors who have submitted the “Interested
Vendor Registration Form”.
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8.0 Uploading Documents

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

As the government is moving towards a ‘paperless’ acquisition system, the FedBizOpps system includes the
capability to upload documents. You may upload solicitation files that are related to the synopsis anytime
after a synopsis is posted on FBO.

Please Note:

e ltis a Government Buyer's responsibility to upload documents that are descriptive and in
compliance with Section 508 of the Rehabilitation Act.

e Files greater than 4Mg may timeout your FedBizOpps 30-minute session. If you are uploading a
number of large files, we recommend that you break these up into multiple uploads.

To upload files, click on “UPLOAD”.

L T ceaire—[—eor =~ 1ot [ oex T arcnrve ] kascanve | oeiere | hown | —stars | rome ] Locour J

Document Uploading

TEST ORG
Type of Upload:
& Seleitation
© Amendment
© Other (Draft RFPa/BFls, Responses to Questions, etc.)
Cancel I Mot 333

Figure 8.1: Document Uploading

If you click on the "Cancel" button, the system returns you to the first screen, with buttons at the top of the
page, after the login screen.

If you are ready to upload files, select the upload type under the heading called "Type of Upload". You can
upload documents with an overall header of “Solicitation”, “Amendment”, or you can choose “Other” to
create your own header, such as “Response to Questions”. In this scenario, we will upload files under the

header of “Solicitation”. Select “Solicitation” and click on “Next”.
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8.0 Uploading Documents

U T croare | e ] orio | “oex ] “Awcwrve ] uwasceive | “oetere | aou |~ stars ] eeorae ] tocour ]
Document Uploading
TEST ORG
Type of upload: Solicitation
Select a synopsis file: [s0012345
Cancel Back |

Figure 8.2: Selecting a Synopsis File

If you click on the application "Back" button, the system returns you to the previous screen. If you click on
the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the
login screen.

If you are ready to upload solicitation files, select the synopsis file (solicitation number) from the “Select a
Synopsis File List”. Then, click on “Next”.

Document Uploading

TEST ORG

Type of upload: Solicitation
Synopsis title: test
Synopsis file: testl23
Point{s) of contact: John Smith
Response due date: September 30, 2002
Hew many files do you want to upload: |1|

‘ Bock ' Nex |

Figure 8.3: Specifying Number of Files

This screen will display:

Type of Upload

Synopsis Title

Synopsis File (Solicitation Number)
Points of Contact

Response Due Date
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8.0 Uploading Documents

Type the number of files you would like to upload in the “How many files do you want to upload” field. In this
example, we will upload one file.

If you click on the application "Back" button, the system returns you to the previous screen. If you click on

the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the
login screen.

If you are ready to upload, click on “Next”.

71 %l | =
g st -
(st o | p———wrrararre e (P S i} Linke
Look it | =5 Removatie Disk i T =GB B i
= ew
2 ]Fec0emabocz
scanv | oasre | o ] stus ] pron |
Fils name: [FeODemcDoct | Open |
Fies of A Filers [ - Cancel
o I Ao B Hnem type. Finally, provide a brief description of the

file/document.

File names should not contain the "#' character. This character has a special meaning in a URL and will therefore render the file inaccessihle to
vendors.

It is a Government huyer's responsibility to upload documents that are descriptive and in compliance with Section 508 of the Rehabilitation Act.
Files greater than 4Mg may timeout your session as will 30 min of inactivity.

File 1
File Mame: [ Browse..
File Type IMiO'CISOﬂWOrd 3
Brief Descnption [

Figure 8.4: Uploading Documents

8.1 File Name

Please Note:

e Before uploading a file, please ensure the filename includes only alphanumeric characters and
dashes. If you include any other characters in the filename, such as a space, your document will
not upload properly.

e Filenames within a solicitation must be unique. You can only use a specific filename once. The
FedBizOpps system preserves the filename used in the upload, and the directory structure is
organized around solicitation numbers. When a file is uploaded to the directory where a file with the
same name exists, the new file will overwrite the old file.

To retrieve your files from your hard drive or disk, click on “Browse”. Once you have
located the appropriate file, highlight the filename and click on “Open”.
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8.0 Uploading Documents

The location of the file will populate the “Filename” field. In this scenario the document is located on a disk in
the A: drive:

A:\FBODemoDoc1.doc

Please Note: If you upload files off of a disk, you CANNOT REMOVE the disk until the upload is complete.
8.2 File Type

You will need to select the type of file from the “File Type” field. This document is a Microsoft Word
document.

Selecting the correct "File Type" is very important. You should always select the correct "File Type" from the
pull-down menu. If you select the wrong "File Type", users may have trouble opening your file(s).

8.3 Brief Description

Once you have selected the file and file type, you will need to give the file a description. The “Brief
Description” should clearly describe the document to the Vendor. For example, "Request for Proposals”,
"Request for Quotations," "Statement of Work," or "Specifications".

Please Note:

e  You must fill in the “Brief Description” field. Without a description, Vendors will not be able to view
your file(s).

e Files may not be listed on FedBizOpps in the order in which you select them for upload. If you need
your files to be listed in a certain order, it is recommended that they be numbered and followed by a
clear, concise description.

For Example:
1-1 Solicitation Package

1-2 Drawings
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8.0 Uploading Documents

Type of upload: Solicitation
Synopsis title: test
Solitation No: testl23
Point(s) of contact: John Smith

Response due date: September 30, 2002

Click “Browse", select a file/document to upload. Then, select the proper file/document type. Finally, provide a brief description of the
file/document.

File names should not contain the *# character. This character has a special meaning in a UREL and will therefore render the file inaccessible to

vendors.

Itis a Government huyer's responsibility to upload documents that are descriptive and in compliance with Section 508 of the Rehabilitation Act.
Files greater than 4Mg may timeout your session as will 30 min of inactivity.

File 1
File Mame: l-“t\FBODsmoDac‘l dac Browse...

File Type IMiO‘USOﬁWOFd d
Brief Descnption iDamn Document ior Uipioading

Figure 8.5: Document Specifications

Once the “File Name”, “File Type”, and “Brief Description” have been populated, click on “Done”.

N ST T ST T T T TS T T TN MO T

Pre-Upload Summary
TEST ORG

Type of upload: Solicitation
Synopsis title: test
Synopsis file: testl23
Point(s) of contact: John Smith

Response due date: 09302002
Uploaded file(s): Description | Size (bytes) | File Farmat File name

Upleadmg Demonstration Document | 19456 Microsoft Word | FRODemoDoe] doc

Are you sure you want to upload above file(s) ?

| ]

Figure 8.6: Pre-Upload Summary
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8.0 Uploading Documents

The “Pre-Upload Summary” will display:

Type of Upload

Synopsis Title

Synopsis File (Solicitation Number)
Points of Contact

Response Due Date

Document Description

File Size

File Format

File Name

To complete the upload procedure, scroll to the bottom of the page. If you click on the "No" button, the
system returns you to the beginning of the screen called "Document Uploading".

If you are ready to complete the upload process, click on the "Yes" button.

—— e ———— —— ——

Document Uploading

TEST ORG

File(s) were Uploaded successfully.

oK

Figure 8.7: Confirmation Screen
If your file(s) uploaded successfully, you will receive a confirmation screen.

Once you have posted the files, we recommend that you check the status of your posting on FedBizOpps.
Instructions on how to check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or fbo.support@gsa.gov for assistance.
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9.0 Indexing a URL Address

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

In addition to the ability to upload files, the FedBizOpps system also includes the ability to attach a URL
address to your solicitation. This is useful when your solicitation files are hosted on another web site. This
function is very similar to uploading documents.

To attach a URL address, click on “INDEX”.

Document Indexing

TEST NP
[ =t R it

Type of Upload:
& Sobcitation
C Amendment
© Caher (Draft EFPs/BFl:, Responses to Questons, e1c..)

Cancal et >33 I

Figure 9.1: Document Indexing

If you click on the "Cancel" button, the system returns you to the first screen, with buttons at the top of the
page, after the login screen.

If you are ready to attach a URL address, select the upload type under the heading called "Type of Upload".
You can attach a URL address with an overall header of “Solicitation”, “Amendment”, or you can choose
“Other” to create your own header, such as “Response to Questions”. In this scenario, we will attach a URL
address under the header of “Solicitation”. Select “Solicitation” and click on “Next”.

Doecument Uploading
TEST ORG
Type of upload: Solieitation
Select a synopsis file: [S00L12345
Cancel Back '

Figure 9.2: Selecting a Synopsis File
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9.0 Indexing a URL Address

If you click on the application "Back" button, the system returns you to the previous screen. If you click on
the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the
login screen.

If you are ready to attach a URL address, select the synopsis file (solicitation number) from the “Select a
Synopsis File List”. Then, click on “Next”.

L [ ceawre [ eor ] v [ i [ voe [ asonve Juwsonie | oasie [ sown ] sws ] rrone ] Locosr
Document Indexing
TEST ORG
Type of upload: Solicitation
Synopsis title: test
Synopsis fiie: testl 23
Puaint{s) of contact: John Smith
Response due date: September 30, 2002
How many files do you want to index: |1
Cancel | Back Nix

Figure 9.3: Specifying Number of Links
This screen will display:

Type of Upload

Synopsis Title

Synopsis File (Solicitation Number)
Points of Contact

Response Due Date

Type the number of URL addresses you would like to upload in the “How many files do you want to upload”
field. In this example, we will upload one URL address.

If you click on the application "Back" button, the system returns you to the previous screen. If you click on
the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the
login screen.

If you are ready to attach a URL address, click on “Next”.
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9.0 Indexing a URL Address

LOGOUT

‘ol URs

Type of upload: Solicitation
Synopsis title: test
Solitation Mo: testl23
Paint(s) of contact: John Smith

Enter the full file/docoment TRL to index. Then, select the proper file/document type. Finally, provide a brief description of the file/document.

File names should not contain the "# character, This character has a special meaning in a URL and will therefore render the file inaccessible to

g

vendors. Please modify file names {on your local machine) to remove any “#' characters before indexing to EPS.

File 1
File URL: [www.iedbizopps.gov
File Type: |Mmsuﬂ|Wom j
Bmef Description: |SEE SOUCITATION

Figure 9.4: URL Specifications
9.1 File Name
Enter the URL address in the “File Name” field, starting with “www”.
For example: www.fedbizopps.gov
9.2 File Type

You do not need to select a type of file from the “File Type” field. Simply leave the type of file as the default,
Microsoft Word.

9.3 Brief Description

Once you have selected the file and file type, you will need to give the file a description. The “Brief
Description” should clearly describe the document to the Vendor. For example, "Request for Proposals”,
"Request for Quotations," "Statement of Work," or "Specifications".

Please Note: You must fill in the “Brief Description” field. Without a description, Vendors will not be able to
open the URL address link.

Once the “File Name”, “File Type”, and “Brief Description” have been populated, click on “Done”.
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9.0 Indexing a URL Address

Pre-Upload Summary

TEST ORG

Type of upload: Solieitation
Synopsis title: test

SYNopsis file: iesilZd

Point(g) of contact: John Snuth
Response due date: September 30, 2002

Uploaded file{s): Description Size (hytes) . File Format | File name

SEE SOLICTTATION 0 | Microsoft Word | worw fedbizopps. gov

Are you sure you want to index above file(s) 7

o1 e |
s Mo

Figure 9.5: Pre-Upload Summary
The “Pre-Upload Summary” will display:

Type of Upload

Synopsis Title

Synopsis File (Solicitation Number)
Points of Contact

Response Due Date

Document Description

File Size (This will be “0”)

File Format (This will be “Microsoft Word”)
File Name (URL Address)

To complete the indexing procedure, scroll to the bottom of the page. If you click on the "No" button, the
system returns you to the beginning of the screen called "Document Uploading".

If you are ready to complete the indexing process, click on the "Yes" button.

Document Indexing

TEST ORG

File(s) were Indexed suceessfully.

o

Figure 9.6: Confirmation Screen
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9.0 Indexing a URL Address

If your URL address posted successfully, you will receive a confirmation screen.

Once you have posted the URL address, we recommend that you check the status of your posting on
FedBizOpps. Instructions on how to check the status of your posting can be found in Section 13 of this
manual.

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or fbo.support@gsa.gov for assistance.
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Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is
a thirty (30) minute time limit for each user when using the FedBizOpps system . Once thirty minutes has
passed, the system will terminate the session and the user will receive a "Your session has timed out."
message. When this situation occurs, the user should log into the system again to start a new session.
When the session times out, any unsaved and non-posted data is lost.

An "Award Notice" can be created even if a synopsis was not created on FedBizOpps. To create an "Award
Notice" under these circumstances, follow the directions below for creating an "Award Notice" for an existing
presolicitation synopsis. When a screen appears with a heading titled "Select a Document”, do not make a
selection from the "Select a Document" field. Instead, click on "Next" at the bottom of the page, and follow
the remaining directions until the document is posted.

To create an Award Notice, click on the "CREATE" button.

Acquisition Notice Posting

TEST ORG

Action Code:

P = Presobcstation Notice

A = Award Notice

M = Moddfication to a Previous Motice
E = Sources Sought Notice

S = Special Motice

F =Foreign Government Standard

G = Sale of Surphus Propeny

E = Combmed Synopais/Sobcitation

Gl

ITIFIIND

Figure 10.1: Creating an Award Notice

Select “Action Code” “A=Award Notice”. Click on the “Next” button.

Acquisition Notice Posting

General Services Administration

Action Code:
A = Award Notice

Select a Document:
TesiSoHl1-2R

et |

Figure 10.2: Award Screen
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Please Note: Before you begin, please refer to the templates listed under the “Interface Description” link on
the FedBizOpps home page. These templates will specify character limitations for each field.

If you wish to return to the previous screen, click on the application "Back" button. Otherwise, select a
synopsis file from the pull-down list under the heading called "Select a Synopsis". Click on the "Next" button,
and the following screen is displayed:

3

& single alphabetic chancler denoting the specific action related in the synopsis ,:I

Action Code: A = Award Notice

Diate on which the synopeis is posied to the Wb

Date: 06/26/02

Service of supply code number. Each symopsis shall classify the contemgplated contract action undes the one clagsified code which most closely describes the soquisition. IF the action is
for & muliiplicity of goods andfor services, the prepaser should select the one calegory best describing the everall acquintion based upen value

Classification Code:
11 == Muclear ordnance

The complete nume end address ofthe contreciing office

Contracting Office Address:
TEST ORG, TEST OFF, TESTLOC, 18 Misery Lane, Vienna, VA, 20202

Flace of Contract Performance has not been specified.

Brief title descnption of services, supplies, or project required by the posting agency

Title: (200 character spaces available)
11 -- test

Tha date the contract was awarded

Contract Award Date: Momi]07 Day.;lm Year: |2002

Seloct one or meve name(s) for poink of coniact. |
Figure 10.3: Award Notice Worksheet
10.1 Action Code

The notice type will be indicated at the top of the page. In this case, the action code is “A” for “Award
Notice”.

10.2 Date

The “Date” field is generated by the system based on the date the notice is entered into the FedBizOpps
System.

10.3 Classification Code

The Classification Code is generated by the system based on the information entered in the original
Synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you will
need to select a Classification Code. To select a classification code, scroll down to the appropriate
classification code and highlight it. You can only select one classification code.
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Please Note: Questions regarding the appropriate classification code for your notice should be directed
internally to your agency. The FedBizOpps Help Desk cannot advise you on which classification code to
select.

10.4 Contracting Office Address

The system will automatically generate the data for the “Contracting Office Address” field, based on the
Agency/Office/Location associated with your FedBizOpps account.

If your Agency, Office or Location information is incorrect, you will need to contact your Agency FedBizOpps
Administrator for further assistance. If you do not have contact information for your Agency FedBizOpps
Administrator, please contact the FedBizOpps Help Desk at 877-472-3779 or_fbo.support@gsa.gov for
assistance.

10.5 Place of Contract Performance

The “Place of Contract Performance” is generated by the system based on the information entered in the
original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can
enter the Place of Contract Performance. The “Place of Contract Performance” field is not a mandatory field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in these
fields. Please do not use apostrophes in this field.

10.6 Title
The “Title” is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can
enter the Title. Please enter a brief description of the services, supplies, or project in this field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in this field.
10.7 Contract Award Date

The “Contract Award Date” is the date the contract was awarded. Two digits should be entered for the
month and day, while four digits should be entered for the year.

10.8 Point of Contact

The “Point of Contact” information is generated by the system based on the information entered in the
original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can
enter the POC information. You can choose a Primary and/or Secondary Point of Contact for this notice, but
you need to AT LEAST pick a Primary Point of Contact. The system will automatically display the names,
titles, telephone numbers, fax numbers, and email addresses of any points of contact chosen.

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact”
fields, you will need to contact your Agency FedBizOpps Administrator for further assistance. If you do not

have contact information for your Agency FedBizOpps Administrator, please contact the FedBizOpps Help

Desk for assistance.
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Primary Point of Contact: Secondary Point of Contact:

iomsme John Smih

Solicitation Number: test123

Agency assigned number for control, trackeng, and identification
Please use alpha-numerics, dashes or period ONLY - leading and trailing spaces will be stripped.

Contract Award Number: |A2]?-3

The dollar vabue of the comis lrl._pflus upl.ionn] qulhfgmg textie £ "not to excesd $250,000° %
Note: This mformation will be dieplayed exactly as entered, format text and doller amounts spproprately. (3 char masimem)

P— A L T I T
Loniract Award Lollar Amoeunt; |3 0.Uuu0uuu

When sppropriate, bist the contractor's sppropriate Ene item number,

Contract Line Item Number: |

The contractor name and address

Contractor: **No HTML Tags** (400 character spaces available)
DPell Inc., 123 Hain 5c, Richland, WA, J

Figure 10.4: Award Notice Worksheet
10.9 Solicitation Number

The “Solicitation Number” is generated by the system based on the information entered in the original
synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you will not
need to enter a Solicitation Number. .

10.10 Contract Award Number
An “Award Number” must be entered for each notice.

Please Note: The Award Number can only contain alphanumeric characters and dashes. If you input
any other characters into this field, your notice may not post.

10.11 Contract Award Dollar Amount

This is the dollar value of the contract.

10.12 Contract Line Item Number

The “Contract Line ltem Number” field is not a mandatory field.

Please Note: Do not enter “N/A”, commas, or spaces in this field. This may result in an unsuccessful posting
of your Award Notice. If you do not have a contract line item number, please leave this field blank. Please
use underscores to separate contract line item numbers. For example: Use “0001_0002” instead of “0001,
0002”.
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10.13 Contractor

The “Contractor” field is for the name and address of the contractor who was awarded the contract.

Please Note: Please do not use apostrophes in this field.

Cwn | ceeate | e § e | weow | omoex | oaecenve Juwrcnve | oeere | aew | stas | erome | wocour ]

Contract Award Dollar Amount: |ﬂ 000,000

When sppropriats, list the contractor's appropriate Ene item nuamber,

Contract Line Ttem Number: |

The contractes name and address

Contractor: **No HTML Tags ** (00 character spaces available)
jbell Inc., 123 Main 5t, Richland, WA, =

El
Archiving policy. Synopaie and arpociated documents may be schaduled for archiving fifteen days after the award date, o upon a uper-specified dete subsequent to orleft unscheduled
and menuslly aschuved later,

The 1atest archaving date chosen for & synopeis of any sseocisted document will become the sffective archaving date for the entire document gl
Year must he specified with a full fowr charscters; is. "2000 instead of "00™.

Archiving policy:
& Avtomatc, 15 days after award date

T Awtomnatc, on specified date - Month Day Year [
T Manual archive

’ Save I Post I Clear Form I

Figure 10.5: Award Notice Worksheet

10.14 Archiving Policy

When a notice is created, it remains in the “Active” database of FedBizOpps until it reaches the archive date
set by the contracting officer. Once the archive date is reached, the notice is moved to the “Archive”
database. This notice is still accessible on FedBizOpps, but will not show up in the active postings for an
agency. There are three archiving options available:

e Automatic, 15 days After Award Date — This is the default option. The notice will automatically
archive 15 days after the date in the “Contract Award Date” field.

¢ Automatic, On Specified Date — The notice will archive on the date specified by the contracting
officer.

e Manual Archive — The notice will not archive until the contracting officer manually archives the
notice using the “Archive” button. Please see Section 10 for additional information on archiving.

Please Note: If you leave the response date blank, you will need to set your archiving policy to “Automatic,

On Specified Date” or “Manual”, you will not be able to use the default archiving option of “Automatic, 15
Days After Response Date”.

10.15 Submitting the Award Notice

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the
information, or select the "Clear Form" button to erase the information on the form and start over again.
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10.0 Creating an Award Notice

Please Note: If you exit the “Award Notice Worksheet” without saving or posting, your data will be lost and
you will need to recreate the notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post
using the “Edit” feature described in Section 5 of this manual. If you were to click on “Save”, you would
receive the following confirmation screen:

TN I I TS T T I T T I T BT D

Confirmation

Document was saved successfully Note that the document has not been posted to FEO.

el

I

Figure 10.6: Save Confirmation
Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when
you click on “Post”.

o [ crowe | an ] ] o | “oec [ e | vwsscnne | oeume | o | sows | pmome | ocour

Pre-Post Summary

General Services Administration

Document has NOT been posted yet - please review and then click Yes at the bottom of the page to complete Post.

ActionCode: A = Award Notice

11 - test

General Information
Decument Type A= Award Hotice
Sobeation Mumber: test123
Posted Date: Jun 26, 2002
Contract Award Date: JUL 01, 2002
Archave Date: JUL 16, 2002
Classification Code: 11 -- Muclear ordnance
Set Ande: Partial HUB-Zone

Figure 10.7: Pre-Post Summary
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CTAFRDTInGn 538 IT == TTOCTE ST
Set Aside: Partial HUB-Zone
Contracting Office Address

TEST ORG, TEST OFF, TESTLOC, 18 Misery Lane, Vienna, VA, 20202
Description

Contract Award Mumber, A237-9

[ T S g i Y £ N Do
S AL ST AN ERREEREL L

Coniract Lne Item Mumber
Contractor Drell Inc., 123 Main St, Fichland, WA
Point of Contact

John Smath, Contractmg Specialist, Phone 202-222-2222, Faoe 202-333-3333, Emad none@dev. mil

Flace of Contract Performance has not been specified.

Are you sure you want to post this notice 7

Figure 10.8: Pre-Post Summary

Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post
Summary screen. If you need to make any changes to the data, click on “No” under “Are you sure you want
to post this notice?”. Clicking on “No” will take you back to the “Award Notice Worksheet” where you can
make any necessary changes. You may choose to post at that time by clicking on “Yes” under “Are you sure
you want to post this notice?”.

Click on “Yes” to post the Award Notice.

Confirmation

Award Motce for A237-9 has been posted successflly to FBO

o]

Figure 10.9: Confirmation Screen
If your notice posted successfully, you will receive a confirmation screen.

Click on “Ok” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation
screen and register to receive an email notification from the FedBizOpps System within 24 hours. This email
notification will provide a link to your recently posted data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps.
Instructions on how to check the status of your posting can be found in Section 13 of this manual.
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10.0 Creating an Award Notice

If you receive anything other than a confirmation screen, please check the status of your posting on
FedBizOpps. If your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-
3779 or fbo.support@gsa.gov for assistance.
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Synopses, Solicitations and Awards will remain in the “Active” postings on FedBizOpps until they reach the
“Archive Date”. Once the “Archive Date” is reached, the files will be moved to the “Archive” postings. They
will still be available from FedBizOpps, and can be accessed using the “Synopsis/Award Search” page
discussed in Section 13 of this manual.

11.1 Archiving

Please Note: The FedBizOpps System archives flagged documents twice a day, at 10:00 am and 10:00 pm,
Eastern Time. These documents are processed on a batch routine basis. Documents flagged for archiving
by a User between 10:00 pm and 10:00 am are picked up by the system at 10:00 am and are archived
immediately. Documents flagged for archiving between 10:00 am and 10:00 pm are archived after 10:00 pm.

To archive a notice, click on the "ARCHIVE" button.

o [ crowe an ] o [ oec [ e [ owseenne | oeume | o | sows | pmome | wocour

Acquisition Notice Archiving

TESTORG
Pma 1 AR

Select a synopsis file:

[TestSor0i 2R

Select an award file:

Figure 11.1: Archiving a Notice

Select the file to archive listed under the heading "Select a synopsis file" or “Select an Award File”. Click on
the "ARCHIVE" button, and the following screen is displayed:
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Archive Summary

General Services Administration

Synopsis file to be archived: /

e o bt
: t

2]
el

2
L - Floa o Aol - Thasas Praw VE A
b o== T TR ATTIGVIGE AaiE. SR B, mhA
LTy el T AL Aun
FOSIed Late; Jun o2, sUugs

New Archiving Instructions:
g:::nm Sep 30, 2002 ©  Leave date as-is

& Setnewdate [ [0 /[2003
POC: Jotn Srth, Coniractng Specialist, Fhone 202-222-2222, Fax £ Femove date

202-333-3333, Emal none(@dev.null

e

Figure 11.2: Archive Screen

Scroll to the bottom of the page. If you click on the "Cancel" button, the system returns you to the previous
screen.

There are three archiving options:

e Leave date as-is
Set new date
e Remove date

If you need to keep the document posted indefinitely on FBO, select "Remove date", click on the "Save"
button, and the document’s archive date will be removed. If you need to set a new archive date, select "Set
new date", enter the new date, including four digit year and click on the "Save" button. The document will be
set with the new archive date. If you select "Leave date as-is" and click on the "Save" button, the document
will be unaltered. The following screen is displayed with an "Archive" confirmation message:

Confirmation

Documents were Bagged for archsang

o

Figure 11.3: Confirmation Screen

Please Note: The archive feature can also be changed when a modification synopsis is created.
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11.2 Unarchiving

A notice will need to be unarchived if you need to post additional information to the notice, such as
solicitation documents or an award notice.

Please Note: The FedBizOpps System unarchives flagged documents twice a day, at 10:00 am and 10:00
pm, Eastern Time. These documents are processed on a batch routine basis. Documents flagged for
unarchiving by a User between 10:00 pm and 10:00 am are picked up by the system at 10:00 am and are
unarchived immediately. Documents flagged for unarchiving between 10:00 am and 10:00 pm are
unarchived after 10:00 pm.

To unarchive a notice, click on the “UNARCHIVE" button.

Acquisition Notice Unarchiving

TESTORG
Select a synopsis file:
TESTG 1205 &
Unarchive

Select an award file:
Ratergnce-Number-SEFIZ-01

Figure 11.4: Unarchiving a Notice

Select the file to unarchive listed under the heading "Select a synopsis file" or “Select an Award File”. Click
on the "UNARCHIVE" button, and the following screen is displayed:
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Unarchive Summary

General Services Administration

Synopsis file to be archived: /

Number: SOL12345

Title: TEST OF DUPLICATE SOL
Posted
Date: Sep 26, 2000
Eﬁﬂ?me Dec 31, 2000 Click Save to flag for unarehiving
Date:

Wilkert Eelley, Program Analyst, Phone (202) 208-2664, Fax
POC: (202) 501-3341, Emad wilbert kelley@gsa gov - Wilbert Kelley,

) Program Analyst, Phone (202) 208-2664, Faw (202) 501-3341,
Ernad wilbert keley@ga gov
Soe | _Cencel |

Figure 11.5: Unarchiving Screen

Scroll to the bottom of the page. If you click on the "Cancel" button, the system returns you to the previous
screen. When you are confident that the synopsis file selected is the appropriate one to be unarchived, click
on the "Save" button. The following screen is displayed with an "Unarchive" confirmation message:

Confirmation

Deocuments were flagged for Tnarchiving

=

Figure 11.6: Confirmation Screen

Once your notice is available in the “Active” postings, you will be able to post additional information to the
notice.
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12.0 Deleting Files

The FedBizOpps System provides Users with the ability to delete files. However, we strongly advise against
deleting entire notices, as this will confuse vendors who have already read the notice or have already
received email notification of the notice. If there is incorrect information in a “Synopsis”, we recommend
posting a “Modification”. If there is incorrect information in a “Solicitation”, we recommend posting an
“Amendment”.

Please Note: You cannot delete a modification without deleting the associated notice. The system will allow
you to delete the entire notice (including all postings for that notice) or delete files uploaded to that
solicitation number. If an error is made on a modification, you can either post another modification or delete
the entire notice.

12.1 Deleting All Files

To delete files, click on “DELETE”.

Acquisition Notice Deleting

Select a Document:
TestSoH1-2R

[ Viewottachments 33> | Delete selected document 333

Select an Award Document:

Dalels selected document »>> |

Figure 12.1: Deleting a Notice

Select the synopsis file to delete from the list called "Select a Document”. You can choose to delete the
synopsis and all associated files by clicking on “Deleted Selected Document”.

The following "Document Delete Confirmation" screen is displayed:
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12.0 Deleting Files

Fe o PR S
Uocument Lelele L.annrmanon
Ara wreus orers umps wach b Aalaba thie dacommant and all ralatad Glac ™
FUD YU SUS YW PR W WMTITE D WL S SN O IO IS |
No
Yes _I

Figure 12.2: Document Delete Confirmation

If you click on the "No" button, the system returns you to the first screen after the login screen. Click on the
"Yes" button and all documents are deleted.

If the notice deleted successfully, you will receive a confirmation screen:

(SRR SRR PIRRETR | NS ES | S PR iR R | S . |

Confirmation

Document successfully deleted

oxj

Figure 12.3: Confirmation Screen

12.2 Deleting Selected Attachments
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12.0 Deleting Files

Acquisition Notice Deleting
TEST ORG
Select a Document:
TestSoH-2R
[ Viewattachments 33> | Delete selected document 33>
Select an Award Document:
Dalete solected documant >»> |

Figure 12.4: Deleting a Notice

Instead of deleting the entire file, you can choose to delete selected document uploads. To delete selected
document uploads, select the synopsis file to delete from the "Select a Document” list. Then, click on “View
Attachments”.

Document identifier: test123

Select Solicitation Group

Mot 33> I

Figure 12.5: Deleting Selected Uploads

If you click on the application "Back" button, the system will return you to the previous screen. Otherwise,
highlight the upload to delete, such as a solicitation or amendment, in the “Select Solicitation Group” list.
Then, click on “Next”.

Please Note: You can only delete an entire upload, such as “Solicitation 01”7, “Amendment 01”, etc. You
cannot delete a specific document in an upload. The entire upload will need to be deleted in order to delete
a specific document.
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12.0 Deleting Files

Document Delete Confirmation

Attachment to delete: 2002/06/25

41 Files

Files iT:ps Sheet

Ase you sure you wish to delete the beted amachment?
<ccBack | OK|| Cancal |

Figure 12.6: Document Delete Confirmation

Clicking on the application "Back" button will return you to the previous screen. Clicking on the "Cancel"

button will return you to the first screen after the login screen. If you are ready to delete the selected upload,
click on the "OK" button.

Confirmation

Document successfully deleted

[

Figure 12.7: Confirmation Screen
If the notice deleted successfully, you will receive a confirmation screen.

Please Note: You can also use the “Delete” button to delete Award Notices.
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13. 0 Viewing Postings on FedBizOpps

The FedBizOpps system provides two methods in which you can check the status of your posting. You can
“Browse Active Postings” or use the “Synopsis/Award Search Page”.

Please Note: It is the buyer’s responsibility to check the status of their posting on FedBizOpps. If you have
posted a notice, and your notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-
472-3779 or fbo.support@gsa.gov for assistance.

13.1 Browse Active Postings
A. Active Procurement Opportunities

The FedBizOpps system provides you with the ability to view active procurement notices by Posted Date,
Classification Code, Set-Aside Type, as well as the ability to view active awards for a particular
Agency/Office/Location.

To browse active postings, click on “MAIN” from your buyer account, or go to www.fedbizopps.gov and click
on “Vendors”.

Vendors

Federal Business Opporfunities

% Find Business Opportunity (%]  FeaBizOpps Hews
" B Vhat's Nsia?
Vendors Links Search Agency by ¥ 506 Complance
F ARNET Home Page
Fovendurs Faamect B Acronym and Alphabetic Qrder Wicineec awaee.
¥ Vendors hotification Sarvies ¥ Emad fbo supportiBose. gov
¥ erdors User Cukde ¥ Phone: BT7-472-3778 (Tol Free)
W General Information * FedBizDpps Home
P Section 506 Verdor Notice # FedBirCpps Home
F inierisce Description AcTomm: ¥ FedBizCpps Buyers
¥ Managesment Responsibility Im
b Frequently Asked Quastionss sledUne
i Privacy and Security Statement
P Privacy and Security Statement Alphabetic Order:
ALL )DoD ) A-D JE-H | I-P |G-Z

0 —

Figure 13.1: FedBizOpps for Vendors

You can browse active postings for a particular agency by the agency acronym (using the dropdown box) or
by a listing of agencies in alphabetical order. If you would like to view a list of all agencies, click on “All”.
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13. 0 Viewing Postings on FedBizOpps

Vendors

Federal Business Opporunitres

 Find Business Opportunity =
‘q..‘- Dial A-D E-H I-P -7 | Home ® Links
[k ACGHET Home Page
Agency Offices Business Oppartunities I ianor Feadtack Ened

I+ Vendar Notification Service

[ FBO Verdors Marsl
Administrative Office of the U. 5. Courts (A0USC) Offices Pogled Dales  Clags Code  Award SefAside
Agency for International Development (A1D) Qffices Eosled Dales  ClagsCode  Award SelAside W General Information
Ameriran Battle Monuments Commission (ABMO) Ofieac Bactad Diatac Clace Coda  Suwond St fckda b 2rl fomniares
Architert of the Caplto! {ADC) Aifiea e Baclad Nalas flace fada  Suward Sat holda ¥ interince Descripion Crverview

L A RN R I+ Management Responsibity
Armed Forces Retirement Home - Washington (USSAH)  Ofices Eosled Dales  ClassCode  Award Sel Aside Ry S
British Defense Stalf (Washington) (EDSW) Ofices  PostedDales  ClassCode Awsid  SelAside R ——
Eroadeasting Board of Governors (EBG) Ofices Eosled Dates  Class Code  Award ZelAside  +r Comtact Information
Comm for Parchase from People Wha Are Blind or ¥ Emai Tbo supporigse gov
Offices Posled Dales  ClagsCode  Awand SelAsile

Severely Disabled (JWOD) : : I Phong: 877.472-3775 (Tol Free)
Commodity Futures Trading Commission (CFTC) Offices Eosted Dates Clags Code  Award Sot Asida
Cansumer Produrt Safety Commission (CPSC) Officas PosledDates  ClassCode  Award Seifsida W FedBizOpps Home
Corporation for National and Community Service (CNS)  Ofices Bosted Dales  ClassCode  Award Setpside ¥ FedBizOpes Home
Defense Coniract Managemeni Agency (DCMA) - i L PP e ey . P FocBizOnes Buyers
Defense [nformation Systems Agency (DISA) Offices Bosted Dates Clags Code  Award SctAside
Defense Logistics Agency (DLA) Offices Eosted Dales  Class Code  Award SatiAside
Defense Nuclear Facilities Safety Boand (DNFSE) Offices Eosted Dales  Clasg Code  Award SetAside
Delaware River Basin Commission (DREC) Offices Posted Dates  Class Code  Award SetAside
Department of Agriculture (USDA) Offices Eoste § ClagsCode Award SatAside
Nanartmant of Cammorca T Nirasz Prctard MNistes aes Mnda Ewmrn Rat Ashda

Figure 13.2: Agency List
Each agency will be listed along with links to Offices, Posted Dates, Class Code, Award, and Set Aside.

Clicking on the “Offices” link for a particular agency will allow you to view active postings for a particular
office within an agency. You can then drilldown even further by clicking on the “Locations” link within an
office to view the active postings for a particular location within the office of an agency.

To view the active postings for a particular agency, click on “Posted Dates” next to the agency name. In this
scenario, we will view the active postings for the Department of the Treasury. Click on “Posted Dates” next
to the Department of Treasury listing.
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13. 0 Viewing Postings on FedBizOpps

Vendors

Federal Business Opporfunities

* loc]
W Vendors Links
Synopsis and Solicitation Grouped by Posted Date ¥ ARNET Home Page
* Venoors Fesakiack Cmai
#qancy Postings | Posted Date | Ciass code | Avard | GelAsid A s Sactice
Recent Postings:136 % Post by Agencies
P A8 Anaocy Postings
¥ DoD Postrgs
[\:ar 18,2002 # Contact Information
gency:Department of the Treasury P Emat: oo supprtiBsn gov
!OH‘Iee».Burenu of Engraving and Printing (BEF) ¥ Bhorw: B77-472-3779 (Toll Fres)
[Location: Office of Procurement —
P Posted:Mar 18, 2002 Type: Synopss Title:68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND ELACKE ALAEIpRE e
YLINDER-WIPE INES AND VARNISH SOL:BEP-01-04 L S T
Posted:Mar 18, 2002 Type: Solicitation Title:68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK rere e

YLINDER-WIPE INES AMND VARNISH SOL:BEP-01-04
Posted:Mar 18, 2002 Type: Amendment 01 Tide:68 -- WON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK
YLINDEE-WIFPE INES AND VARNISH SOL:BEP-01-04
Posted:Mar 18, 2002 Type: Amendment 02 Title:68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACE
TLINDER-WIPE INKS AND VAFIMISH SOL:EEP-01-04

un 02, 2000

gency:Department of the Treasury
Office:Bureau of the Public Debt (BPD)

Figure 13.3: Department of Treasury Active Postings

All of the active postings for this agency are listed here starting with the latest posting date. Each listing
provides:

Agency, Office and Location that posted the procurement notice.
Date Posted

Type of notice posted (Synopsis, Modification, Solicitation, etc.)
Classification Code

Title

Solicitation or Reference Number

You can also view active postings by Classification Code or Set Aside Type. Clicking on “Class Code” will
display the active postings in order by classification code, while clicking on “Set Aside” will display the active
postings in order by set aside type.

To view the actual posting, click on the highlighted link for the opportunity. In this case, click on the
highlighted link for “Synopsis”.
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13. 0 Viewing Postings on FedBizOpps

W P

Department of the Treasury

Vendors .

Federal Business Opportunitics

@ B Business Opportunities

Office : Bureau of Engraving and Printing (BEP)
Location : Office of Procurement

Solicitation number : BEP-01-04
Title : 68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK CYLINDER-WIPE INES AND VARNISH

Svnopas - Posted on Mow 02, 2000

Selicitation - Posted on Dec 25, 2000
Amendment 01 - Posted on Jan 04, 2001
Amendment 02 - Posted on Jan 11, 2001

Register to Receive Motification |

Figure 13.4: Listing Page

Clicking on “Synopsis” will bring you to the listing page for this solicitation number. The listing page lists
everything posted to a particular solicitation number. In this case, a synopsis, solicitation, and two
amendments have been posted to this solicitation number. To view any of these postings, click on the
highlighted link. It is recommend that you first view the synopsis, as this gives a basic description of the
opportunity, along with point of contact information. Click on the highlighted link for “Synopsis”.

Please Note:

e Presolicitation Notices, Special Notices, Sources Sought Notices, Foreign Government Standards,
and Sale of Surplus Property will all be listed as “Synopsis”.

e Modifications will be listed as “Modification”.

e The Combined Synopsis/Solicitation will be listed as “Combined Synopsis/Solicitation”.

e Uploaded documents will be listed as “Solicitation”, “Amendment”, or a header chosen by the
contracting officer, such as “Response to Questions”.

e Modifications are used to “modify” synopses, whereas amendments are used to “amend”
solicitation packages. The combined synopsis/solicitation is used when the procurement is
announced and issued at the same time.
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13. 0 Viewing Postings on FedBizOpps

68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK
CYLINDER-WIPE INKS AND VARNISH

e Solication - Posted on Dec 25, 2000
» Amendment 01 - Posted on Jan 04, 2001
o Amendment 02 - Posted on Jan 11, 2001

General Information
Document Type: Presolicitation Notice
Solicaation Mumber:  BEP-01-04
Posted Date: Hewv 02, 2000

Original Response Date: Jan 18, 2001
Current Besponse Date: Jan 18, 2001

Ongmal Archive Date:

Current Archave Date:

Classficabon Code: 68 -« Chermacals & chemacal products

Contracting Office Address

Department of the Treasury, Bureau of Engraving and Prnting (BEP), Cffice of Procurement, 14th & C. Streets, 5.W., Washington, DC 20228

Figure 13.5: Synopsis

Diescription

‘The Bureau of Engraving & Printing (BEF) has a requirement for Mon-heatset Sheet-fed Intagho Green and Black Cylinde-wipe Inks and Varnssh suitable for
use in pnobng U 5. currency by sheet-fed presses at the Bureau's faciliies m Washmgton, D C. an A freed-price mdefinte delveryimdefinte quantity type
contract is anficipated encompassing a base penod of tarelve months with four (4) twelve month ophon peniods. The combined estmated quantity m the base
period for Washington, D.C. and Fr. Werth, Texas is as follows: Green Ink: 3,317,154 pounds, Black Ink: 1,653,418 pounds, and Varnsh: 286,381
pounds. The estimated quantities for all Option Penods s expected to remam unchanged from that of the base penod. This procurement will be negotiated
and awarded according to the procedures set forth in the Federal Acquisition Regulation (FAR) Fart 12, Offerors will be requested to submit a matenal
sample with ther offer for test and evaluation. The source selection decision wall be based upon overall best value to the BEP, price and non-pnce factors
considered. It 1= anticipated that a sobcitation will be issuzd on or before December 4, 2000, A forty-five (43) day response time 15 planned, Contract award
is planned for August 15, 2001. BEP is postng this announcement, as well as, the fnal solicitation on GSA_s Federal Busiess Opportunsties website
{formally know as EP3) at http fwww. eps gov. Interested offerors are encouraged to regster for FedBiz s electromc nobfication for issuance of the final
solicitabion, amendments andfor changes to this notice. Offerors may also prowde an e-mal address to the Bureau to receive electronic notficaton Questions
regardng this procurement should be addressed to Larry MeCam on (202) 874-0133 or e-mailed to larry mecan(@bep treas gov

Original Point of Contact
Larry McCain, Contract Specialist, Phone (202) 874-0133, Fax (202) 874-3135, Email larry mecain@bep treas gov
Email your questions to Larry McCain at |amy mecaini@bep treas gov

Current Point of Contact
Larry McCan, Contract Specialist, Phone (202) 874-0133, Fax (202) 874-3135, Email larry mccand@bep. treas gov
Email your questions to Larry McCain at larry mecaini@bep treas gov

Register to Aecaive Notification |

Government-wide Numbered Notes
You may retuwrn to Business Opportunities at:

Figure 13.6: Synopsis
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13. 0 Viewing Postings on FedBizOpps

The “Register to Receive Notification” button ties into our Vendor Notification Service.
The “Register as Interested Vendor” button ties into our Interested Vendors Module.

There is also a link to “Numbered Notes”. Numbered Notes are Footnotes. The purpose of the Numbered
Notes is to eliminate the unnecessary duplication of information that appears in various announcements. If a
Numbered Note is included in the description of a notice, the note referred to must be read as part of the
posted notice.

Postings with the header of “Solicitation” or “Amendment” indicate documents uploaded to the solicitation
number. To view the uploaded document(s), click on the highlighted link for “Solicitation”, “Amendment
01", or “Amendment 02”.

68 - NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK
CYLINDER-WIPE INKS AND VARNISH
BEP-01-04

The complete result set of Active or Archived postings is available from the Search FEO Posts
Any inconsstency between the original printed document and the disk or slectronic document shall be resolved by giving precedence lo the prinied
docuniert.

If you have any questions, please contact Larry McCain, Contract Specialist, Fhone (202) 874-0133, Fax (202) §74-3135, Email

larre mecain@ben, treas gov
’ (Zeep B
if you need document viewers, please try the following Document Viewer List

@ solicitation (Posted on Dec 25, 2000)

Description Sire(KB) = File Format
Attachment A 183413 pdf
Attachment B 585020 pdf
Attachment C 69716 pdf
Attachment D 102543 pdf

Anachment E 37931 pdf

Figure 13.7: Attachments Page
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13. 0 Viewing Postings on FedBizOpps

= - = -

@ Amendment 01 (Posted on Jan 04, 2001)

| Deseription | Size(%B) | File Format
Amendment 001 B0555 i

All Fes 8532 | Zp Compression

Description | Size(KB) |  File Format

Amendement 002 | Z6403 nf
All Fdes 14502 | Zp Compresaon
Register to Recaive Nolification |

[Home] [SEARCH synopses] [Procurement Reference Library]

The complete result set of Active or Archived postings is available from the Search FEO Posis

Figure 13.8: Attachments Page

Clicking on “Solicitation”, “Amendment 01”, or “Amendment 02” will bring you to the attachments page for
this solicitation number. The attachments page lists all of the documents uploaded to a particular solicitation
number. Each document listing includes:

Document Description

e File Size (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)

e File Type (This will be “N/A” if the documents are hosted on another site using the “INDEX”
function)

e  “All Files” Zip Compression File

To view a particular document, click on the highlighted link in the “Description” field. You can view,
download, and print these documents directly from the FedBizOpps site.

A zip compression file has also been provided. To download the zip file, click on the highlighted link for “All
Files”. This is a zip compression file of all of the documents in a particular upload, that is, all of the
documents listed immediately above the zip file. By clicking on “All Files” under “Solicitation”, you will
download a zip compression file of the 14 files uploaded to the header “Solicitation”.

On each attachments page, there is a link to the “Document Viewer List”. If vendors find they cannot open a
file because their computer does not recognize the file type, they can open the document viewer list to
obtain the necessary software. Buyer’s can submit additional suggestions for the document viewer list to the
FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov.
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B. Active Awards

Vendors

Federal Business Cpporfunifies

*
A_’_’ DoD JA-D JE-H JFP )G-Z | Home | s
* ACONET Homa Page
Agency Offices Business Opportunities ¥ Vendor Feedback Emad
I Wendor Motification Servics
[ FBO Vendors Manual

Administrative Office of the U. 8. Courts {AQUSC) Offices Posted Dales  Class Code  Award SetAside

Agency for International Developmeni {(A1D) Eosled Dales Class Code  Award SetAsde W General Information
Ameriran Eattle Monuments Commission (AENMC) Posted Dales  Class Code  Awald SetAsige ¥ 508 Complnnce

Fosted Dales Class Code  Award St Aghis I Fderiace Description Cvervias

Armied Forces Retirement Home - Washingion {USSAI Dratad Dates  Class Cods  meaid I » Management Respansibity
T TR AT, CUsnl) Rrair s Selemp b AN CILV) RELPADNY
British Defense Stafl (Washington) (BDSW) Bosted Rataz | plazs fode e Bat Rside ¥ Frequently Asked Guestons
LI CWUPIgY L Iy SRy Uy RELADE
Eroadcasting of Governors (BEG) Poslad Dates Clags Code SelAside  r contact nf “

Comum for Purchase from People Wha Are Blind or
Severely Disabled (JWOD)

Conumodity Futures Trading Cornmdssion (CFTC)
Consumer Product Safety Commission (CPSC)
Corporation for National and Cornnunity Service (CNS)
Defense Contract Management Agency (DCMA)
Defense Information Systems Agency (DISA)

SetAgide I Eme: oo SupporBgse ooy
¥ Phone: 877-472-3774 (Tol Free)

siaid
owand

Posled Dales  Class Code  Award

Eosted Dafes Class Code  Award Sal Asida

Bosted Dalez:  ClassCode  Award Setésije W FedBizOpps Home

Posted Dates  Class Code  Award SetAside ¥ FedBizOpee: Homs

PostedDates  ClassCode  Award Safaside " FeoSizOrps Buyers

Posted Date Class Code  Award Set Aside

Defense Logistics Agency (DLA) Bosted Dates  Clase Code  Award SetAside
Defense Nuclear Facilities Safety Board (DNFSB) Posted Dales  Class Code  Award Setéside
Delaware River Basin Commission (DREC) Pontad Dates | Clans Coe | | A | Bt Akie
Department of Agriculture (USDA) Bosted Dales Clags Code  Award SelAside
Nanartmant of Cnmmares T fiffires Prcted Misles flace Mnds Sawand Sot Aakds

Figure 13.9: Agency List

To view the active awards for a particular agency, click on “Award” next to the agency name. In this
scenario, we will view the active awards for the Department of the Treasury. Click on “Award” next to the
Department of Treasury listing.

Please Note: The “Award” button will only pull up active awards. Archived awards can be accessed via the
Synopsis/Awards Search page as described below.
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Vendors

Federal Business Opporfunities

 Find Business Opportunsty |27

" o Vendos Links
1 AWwaias P ARNET Homa Pigys
® ianaors Fesdiack Cmal

. F Viendors Notification Service
Agancy Postings | Posted Daje | Ciass code | Award | S8 Agide ¥ Viendors User Guids

Recent Postings:7 * Post by Agencies
P A8 Anaocy Postings
¥ DoD Fostngs
eb 10, 2000 % Contact Information
gency:Department of the Treasury P Emat: oo supprtiBsn gov
Mice:Federal Law Enforcement Training Center (FLETC) ¥ Phone: 677-472-3779 (Tol Fres)
[Location: Admsustrative Dvazion (AAD) — .
P Posted:Feb 10, 2000 Type: Award Title: TWO FULLY EAFFLED OUTDOOR FIREARMS RANGES Award ALAEIpRE e
umber: Titc-00-401 HPaRrOvys Hore

F FadBirOpps Buyers
ec 29, 1999

gency:Department of the Treasury
Mice:Federal Law Enforcement Training Center (FLETC)

ocation: Procurement Diviston
Posted:Dec 29, 1599 Type: Award Title: REPAIR/REROOF PORTIONS OF BLDG 252, FLETC, GLYMCO, GA 31524

Award Number: Tic0-02

ov 03, 1999

A mvaronns Tiamartrant af the Treammoree

Figure 13.10: Department of Treasury Active Awards

GENERAL AVIONICS EQUIPMENT FOR P-3 AIRCRAFT

General Information
Document Type: Award Notce
Posted Date: et 01, 1959
Orignal Archive Date

Current Archave Date:
Classfication Code: 16 -- Awcraft components & accessones

Contracting Office Address
Depastment of the Treaswy, Unted States Customs Sermce (USCS), Procurement Division, 1300 Pennsylvania Avenue, MW, Room 4.2-E, Washington,
DC 20229

Description
Contract Award Date: Oet 30, 1999

Contract Award Mumber:  Te-99-047

Contract Award Amount 51,334 52978

Contract Line Item Number:

Contractor; Roclowel Colling, Inc. Colins General Awation Div. 400 Collins Road, WE Cedar Rapids LA 52458

Original Point of Contact

Fonald Venable, Contract Specialist, Phone (202) 927-1132, Fax (202) 927-1812, Emadl ron venable@customs. treas gov - Diane Sahalian, Contract
Speciahst, Phone (202) 927-0842, Fax (202) 927-1190, Emad diane sahaloan(@customs treas gov

Figure 13.11: Award Notice
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The FedBizOpps system includes an extensive search capability.

Fed Biz Opops

Federal Business Opporfunifies

7 Related Links

 Find Busness Opportunities
¥ Dema FBO:
L ¥ CoDBusOpps
General iformation FeUHIZIAPE.G0d 5 Tha SIngle Joremment point-o- . Frachuil Aisancy Blskweit Pookcasls
¥ Saction S08 Verdor Notice eniry (GPE) for Federal government procurament be | figeet
Finterface Description appomenities over $25, 0000 Govemmment buyers ane e
¥ Managensnt Responshity able 10 pUBICEE (el BUSINES S IPPOMUNNES by EEarel Somone
¥ Fra 4 : i posting informztion directly to FedBizOpps via the ¥ Firstgon
L Intarnel Through ong podal - FedBizOpps (FBO)- ¥ Moy Busingss Devalopmart Agency
L commErcial vendors seeking Federal markets fio ¥ PR - Mot
Prévacy ahd Security Statement their products and servizes can search, monitor
¥ Privacy snd Securly Statsment and refieve opportunities solicizd by the entire o e Sl g ool
Mederal contrading community. P \iandioe Nntifieation Saries
W FedBizOpps News # Contact Information
LT P Enesl (b gy Wy gy
¥ 208 Comgliance P Phinne: BTT-472.3779 (Tod Frae)

FedB'z20pps|  |FedBizOpos

BOBBY.:: |

ws APPFRUVED |

Figure 13.12: FedBizOpps Home Page

To utilize the search page, click on “MAIN” from your buyer account, then “Find Business Opportunity”. From
the FedBizOpps home page at www.fedbizopps.gov, click on “Go” next to “Find Business Opportunity”.
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FBO Synopsis/Awards Search

MOTE: The Federal contracting professionals identified as "points of contact” are responsible for responding to all questions about the content of any synopsis.

On some browsers, t may be necessary to hold down the CONTROL, AFFLE, or SHIFT key to select musltple sems

& The following widcard characters may be used in the search text eld:
use "™ to replace 1 or more characters
use "7 to replace any 1 character

« Foran NAICS code search use the valid sic-digt WAICS code as a keyword m the full text search window. Examples of valid WAICS code search
vanations are 233220, 3334 {(grouped search), 233220 OR 234990 (mulnple search),

Full Text Search:

I

Documents To Search:

& Actve Documents © Archved Documents
Search for:
& Synepses © Aweards

Search by Solicitation / Award Number:

Dates to Search:

|Las1 1 Days |

Figure 13.13: Synopsis/Award Search Page

Search by Place of Performance Zip Code:

Search by Set-Aside Code:

3-Total Smell Business
4-Total Small Disedvantage Business x|

Search by Procurement Classification Code;

10—Weagpons

11 = Muclear ordnance

12 = Fire control egquipment

13— Ammunition & explosives =l

Additonal mformation on Classificaton Codes

Search by Agency:

Administrative Office of the U. 5, Couns

Agency for Inemational Development

Amarican Batile Monuments Commission

Architect of the Capitol =

Show Offices for Selected Agencies I

S Sourc

Figure 13.14: Synopsis/Award Search Page
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The search page allows you to search by ONE or MORE of the following search criteria:

Keyword Search

Active or Archived Documents
Synopses or Awards

Solicitation or Award Number
Date

Set-Aside Code

Procurement Classification Code
Agency/Office/Location

The following wildcard characters may be used when using the search capability:

Use "*" to replace one or more characters;
Use "?" to replace any one character.

A. Full Text Search Field

The Full Text Search field supports keyword searches and boolean search strings using AND, OR, and
parenthetical grouping.

To search for notices including the word “maintenance”, enter “maintenance” into the full text search field.

Please Note: You can enter keywords without quotation marks, but the search results may contain a
broader range of information. Without quotation marks surrounding the keyword, the full text search field will
look for root words of the word entered, as well as the word you entered. If you are looking specifically for
the word “maintenance”, we recommend that you enter the keyword with quotation marks.

To search for notices including the words “information technology”, enter “information technology” or
“information” AND “technology” into the full text search field.

To search for notices including the words “transportation” or “railroad”, enter “transportation” OR
“railroad” into the full text search field.

To search for “information technology” or “transportation”, enter “information technology” OR
“transportation” into the full text search field.

B. Documents to Search

You can search the active or archived documents database. Generally, active documents are those
procurement opportunities that are still “active”, whereas archived documents are those that are no longer
active.

The notice may be unarchived in the event that the response date has changed and/or new information
needs to be posted to the notice.

C. Synopses or Awards
You can search for synopses or awards by selecting the appropriate radio button.
D. Solicitation or Award Number

You can search by complete or partial solicitation or award number.
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E. Dates to Search

You can search by date periods. A timeframe ranging from the “last 3 days” to “8 weeks” can be specified. If
searching for more than 8 days of postings, the default, “all days”, should be used.

F. Place of Performance Zip Code

You can choose to search by place of performance zip code. Examples of valid zip code search variations
are 22000 and 22* (grouped search).

Please Note: To search for notices in state or geographic areas, we recommend using the full text search
field. To search for opportunities in Virginia regarding transportation, a valid search entry in the full text
search field would be “transportation” AND “Virginia”.

G. Set-Aside Code

You can choose to search by a particular set-aside code, or by multiple set-aside codes. To select multiple
set-aside codes, click on a set-aside code to highlight and select it, then press the “Ctrl” key on your
keyboard and hold it down while clicking on each additional selection. When selecting multiple set-aside
codes, please make sure that the “All Codes” selection is not highlighted.

H. Procurement Classification Code
The FedBizOpps system uses Federal Supply Classification codes.

You can choose to search by a particular classification code, or by multiple classification codes. To select
multiple classification codes, click on a classification code to highlight and select it, then press the “Ctrl” key
on your keyboard and hold it down while clicking on each additional selection. When selecting multiple
classification codes, please make sure that the “All Codes” selection is not highlighted.

Additional information on Federal Supply Classification codes can be found at the following site:
http://www.thertg.com/secrc/fsc-codes/fsc.htmll

Please Note: Searches for NAICS codes should be completed using the full text search field. For an NAICS
code search, use the valid six-digit NAICS code as a keyword in the full text search window. Examples of
valid NAICS code search variations are 233220, 233*** (grouped search), 233220 OR 234990 (multiple
search).

I. Agency

You can choose to search by a particular agency, or by multiple agencies. To select multiple agencies, click
on an agency to highlight and select it, then press the “Ctrl” key on your keyboard and hold it down while
clicking on each additional selection. When selecting multiple agencies, please make sure that the “All
Agencies” selection is not highlighted.

You can also search by a particular agency’s office, or location. To search by a particular office within an
agency, highlight the agency and click on “Show Offices for Selected Agency’.
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Search by Place of Performance Zip Code:

—
Search by Set-Aside Code:
1= _
2 - Total HBCL

3-Total Small Business
4- Tosal Small Disadvantage Busmess =]

Search by Procurement Classification Code:

10 -'Weanons

11 = Nuclees ordnence

12 — Fire cortral @guipment
113 —Ammunition & expiosneas =i

I\

Addimonal mfermation on Classification Codes

Search by Agency:

Depatment of Transponaton
Deportment of Veterans' Affairs

Distnct of Columbia Gowernment ﬂ
Show Offices for Selectod Agencies |
|

Figure 13.15: Search by Agency

This will give you a list of offices within that agency. Please note that you can only specify an office search
within one agency. This capability will not allow you to search for postings by particular offices within multiple
agencies.

You can drill your search down further by selecting a specific location within an office. To search by a
particular location within an office, highlight the office and click on “Show Locations for Selected Office”.
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10 =‘Weapons

11 = Nucieas ordnance

12 —Fire contral equipment

13— Ammunition & explosies =

Addtional mFermation en Classificaton Codes

Search by Agency:
Departmani ol the N -
Depatmeant of Transporabon =1
Depoartment of Vieterans' Aftairs
District of Columbia Govermment =l

Al Offices i’
Bureau of Alcohaol, Tabacco and Fireamms (A
Bure f Engravang and Frnting (BEF]
Bureau of the Public Delt (BPD)
IComptraller of the Currency (OCC) =l
[ Shaw Locations for Selected Offices |

Figure 13.16: Search by Agency/Office

This will give you a list of locations within that office. Please note that you can only specify a location search

within one office. This capability will not allow you to search for postings by particular locations within
multiple offices.

FUUANLILIEGS B BELALILAE A BN SLEVEL Wl Y

Search by Agency:

Departmant of the Imerior

Dpn.ﬂrnen'l ulTlspn raton
Depesrtment of Vielenans' Affairs =l

Search by Office:

All Offices -
Bureau of Alcghal. Tobaceo and Firearms (AT

Bure au of Engranang and Frinting (BEF)
[Bureau of the Public Dekt (BFDY)
Comptrolber of the Currency (OCC) ;I

Search by Location:

All Locahons

Figure 13.17: Search by Agency/Office/Location
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Once you have filled in the appropriate criteria, click on “Start Search” to execute the search.

Vendors

Federal Business Opporfunities

% s Synopsis and Solicitation Grouped by Posted Date ¥ ARNET Home Page
¥ Viargders Faschack Emad
w . P \iandors Notification Sarvace
o Baancy Poasings | Posted Dae | Class code | Award | SelAsie b e vk
Recert Postings:136 * Post by Agencios
¥ AR Agency Postrgs
¥ DoD Positngs
Mar 18 2002 rames o
r e At Svve e Contact ifonmation
PPN o Ve o NP "~ F - o,
CiiCy . LUeParuneiit ol uie 1Teasury ¥ Emai ioo supporiiigsa.gov
O B E and Printing (BEP) B Bhore 877.472.3779 {Tol Fres)

Oifice:Burean of Engraving
ocation: Office of Procurement

Posted:Mar 18, 2002 Type: Synopss Title:68 -- MON-HEATSET SHEET-FED INTAGLIO GREEN AND ELACK * FeuBizOpps Home

YLINDER-WIPE INE.S AND VARNISH SOL:BEP-01-04 ar e

Posted:Mar 18, 2002 Type: Selicitation Title: 68 -- NON-HEATSET SHEET-FED INTAGLIO GREEM AND BLACK P

YLINDER-WIPE INEK.S AND VARNISH SOL:EEP-01-04

Posted:MMar 18, 2002 Type: Amendment 01 Title:68 -- WOMN-HEATSET SHEET-FED INTAGLIO GREEN AND BLACE

YLINDER-WIPE INKS AND VARNISH SOL:EEP-01-04

Posted:Mar 13, 2002 Type: Amendment 02 Title:68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACE

YLINDEE-WIPE INKS AND VARNISH SOL:EEP-01-04

un 02, 2000

gency:Department of the Treasury
fMice:Bureau of the Public Debt (BPLD)

Fo ¥ ¥

Figure 13.18: Search Results Page

To view the actual posting, click on the highlighted link for the opportunity. In this case, click on the
highlighted link for “Synopsis”.

79



13. 0 Viewing Postings on FedBizOpps

W P

Department of the Treasury

Vendors .

Federal Business Opportunitics

@ B Business Opportunities

Office : Bureau of Engraving and Printing (BEP)
Location : Office of Procurement

Solicitation number : BEP-01-04
Title : 68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK CYLINDER-WIPE INES AND VARNISH

Svnopas - Posted on Mow 02, 2000

Selicitation - Posted on Dec 25, 2000
Amendment 01 - Posted on Jan 04, 2001
Amendment 02 - Posted on Jan 11, 2001

Register to Receive Motification |

Figure 13.19: Listing Page

Clicking on “Synopsis” will bring you to the listing page for this solicitation number. The listing page lists
everything posted to a particular solicitation number. In this case, a synopsis, solicitation, and two
amendments have been posted to this solicitation number. To view any of these postings, click on the
highlighted link. It is recommend that you first view the synopsis, as this gives a basic description of the
opportunity, along with point of contact information. Click on the highlighted link for “Synopsis”.

Please Note:

e Presolicitation Notices, Special Notices, Sources Sought Notices, Foreign Government Standards,

and Sale of Surplus Property will all be listed as “Synopsis”.

e Modifications will be listed as “Modification”.

e The Combined Synopsis/Solicitation will be listed as “Combine Synopsis/Solicitation”.

e Uploaded documents will be listed as “Solicitation”, “Amendment”, or a header chosen by the
contracting officer, such as “Response to Questions”.

e Modifications are used to “modify” synopses, whereas amendments are used to “amend”
solicitation packages. The combined synopsis/solicitation is used when the procurement is
announced and issued at the same time.
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68 -- NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK
CYLINDER-WIPE INKS AND VARNISH

e Solication - Posted on Dec 25, 2000
» Amendment 01 - Posted on Jan 04, 2001
o Amendment 02 - Posted on Jan 11, 2001

General Information
Document Type: Presolicitation Notice
Solicaation Mumber:  BEP-01-04
Posted Date: Hewv 02, 2000

Original Response Date: Jan 18, 2001
Current Besponse Date: Jan 18, 2001

Ongmal Archive Date:

Current Archave Date:

Classficabon Code: 68 -« Chermacals & chemacal products

Contracting Office Address

Department of the Treasury, Bureau of Engraving and Prnting (BEP), Cffice of Procurement, 14th & C. Streets, 5.W., Washington, DC 20228

Figure 13.20: Synopsis

Description

‘The Bureau of Engraving & Printing (BEF) has a requirement for Mon-heatset Shest-fed Intagho Green and Black Cylinde-wipe Inks and Varnssh suitable for
use in pnobng U 5. currency by sheet-fed presses at the Burean's Bacihties m Washmgton, D C. an A fed-price mdefinte debveryimdefinte quanbty type
confract is anficipated encompassing a base penod of bawelve months with four (4) twelve month opton peniods. The combined eshmated quantity m the base
period for Washington, D.C. and Fr. Werth, Texas is as follows: Green Ink: 3,317,154 pounds, Black Ink: 1,653,418 pounds, and Varnssh: 286,381
pounds. The estimated quantities for all Option Penods i expected to remam unchanged fom that of the base penod. This procurement wall be negotiated
and awarded according to the procedures set forth in the Federal Acquisiton Regulation (FAR) Fart 12. Offerors will be requested to submit a matenal
sample with ther offer for test and evaluabon The source selection decision wall be based upon overall best value to the BEP, price and non-pnce factors
considered. It 1= anticipated that a sobcitabon will be issusd on or before December 4, 2000, A forty-five (43) day response time 15 planned. Contract award
is planned for August 15, 2001, BEP is postng this anncuncement, a3 well az, the final solicitation on GSA_s Federal Busmess Opportunsties website
{formally know as EPS) at http/fwww eps gov. Interested offerors are encouraged to register for FedBiz s electromc notificaton for issuance of the final
solicitation, amendments andfor changes to this notice. Offerors may alse prowde an e-mad address to the Bureau to receive electronic notficaton. Questions
regarding this procurement should be addressed to Larry MeCam on (202) 874-0133 or e-mailed to larry mecan@bep treas gov

Original Point of Contact
Larry McCain, Contract Specialist, Phone (202) §74-0133, Fax (202) 874-3135, Email larry mecain@bep treas gov
Email your questions to Larry McCain at lamry mecaini@bep treas. gov

Current Point of Contact
Larry McCan, Contract Speciakst, Phone (202) §74-0133, Fax (202) 874-3135, Email larry mccandbep. treas gov
Email your questions to Larry McCain at larry mecaini@bep treas gov

Register ta Receive Notification |

Government-wide Numbered Notes
You may return to Business Opportunities at:

Figure 13.21: Synopsis
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The “Register to Receive Notification” button ties into our Vendor Notification Service.
The “Register as Interested Vendor” button ties into our Interested Vendors Module.

There is also a link to “Numbered Notes”. Numbered Notes are Footnotes. The purpose of the Numbered
Notes is to eliminate the unnecessary duplication of information that appears in various announcements. If a
Numbered Note is included in the description of a notice, the note referred to must be read as part of the
posted notice.

Postings with the header of “Solicitation” or “Amendment” indicate documents uploaded to the solicitation
number. To view the uploaded document(s), click on the highlighted link for “Solicitation”, “Amendment
01", or “Amendment 02”.

68 - NON-HEATSET SHEET-FED INTAGLIO GREEN AND BLACK
CYLINDER-WIPE INKS AND VARNISH
BEP-01-04

The complete result set of Active or Archived postings is available from the Search FEO Posts
Any inconsstency between the original printed document and the disk or slectronic document shall be resolved by giving precedence lo the prinied
docuntent.

If you have any questions, please contact Larry McCain, Contract Specialist, Fhone (202) 874-0133, Fax (202) §74-3135, Email

larre mecain(@ben, treas gov
’ (Zeep B
if you need document viewers, please try the following Document Viewer List

@ solicitation (Posted on Dec 25, 2000)

Description Sire(KB) = File Format
Attachment A 183413 pdf
Attachment B 595020 pdf
Attachment C 69716 pdf
Attachment D 102545 pdf
Anachment E 37931 pdf

Figure 13.22: Attachments Page

Clicking on “Solicitation”, “Amendment 01”, or “Amendment 02" will bring you to the attachments page for
this solicitation number. The attachments page lists all of the documents uploaded to a particular solicitation
number. Each document listing includes:

e  Document Description

e File Size (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)

e  File Type (This will be “N/A” if the documents are hosted on another site using the “INDEX”
function)

e  “All Files” Zip Compression File

To view a particular document, click on the highlighted link in the “Description” field. You can view,
download, and print these documents directly from the FedBizOpps site.
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A zip compression file has also been provided. To download the zip file, click on the highlighted link for “All
Files”. This is a zip compression file of all of the documents in a particular upload, that is, all of the
documents listed immediately above the zip file. By clicking on “All Files” under “Solicitation”, you will
download a zip compression file of the 14 files uploaded to the header “Solicitation”.

On each attachments page, there is a link to the “Document Viewer List”. If vendors find they cannot open a
file because their computer does not recognize the file type, they can open the document viewer list to
obtain the necessary software. Buyer’s can submit additional suggestions for the document viewer list to the
FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov.
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14.0 FBO Administration (Restricted Use

Introduction
FedBizOpps (FBO) is designed as a hierarchical system with three levels of organization:

e Agency (e.g. General Services Administration)
e Office (e.g. Federal Supply Service)
e Location (e.g. Acquisition Management Center)

The highest organizational entity is an Agency, whereas the lowest is a Location.

Each level of organization has associated FedBizOpps User roles to handle FedBizOpps administration at
that level. Administrators are responsible for editing and maintaining the Agency, Office or Location
hierarchy, as well as creating, editing and maintaining user accounts. An “Agency Administrator” is
responsible for establishing the Agency/Office/Location hierarchy on FedBizOpps, as well as designating
Office and Location Administrators to edit and maintain their respective Offices and Locations.

Please Note: The FedBizOpps Support Team is responsible for setting up the initial Agency, Office and
Location, as well as the Agency Administrator's User account. Any subsequent Offices, Locations or User
accounts are the responsibility of the Agency Administrator, or their designee.

To log into your FedBizOpps account, go to www.fedbizopps.gov.

Fed Biz O P P S This is a DEMO system - data is provided
Federal Business Opportunities : for demonstration purpose only
*
o Find mmmms ’ww;m
P DolBusOrps
i General Information FedBiz0pps.gov is the single govemment point-of P Federal Agency Business Forecasts
P Saction 505 Vendor Notice entry (GPE) for Federal government procuremant ¥ Faciorsd Aszat
P rteriace Descriplion opportunities over §25 000, Government buyers are R
P Management Re spansibaly abla o publicize their business opporunities by P Federsl Commons
» o posting information directty 1o FedBzOpps via the F Firsigov
£e gt Intemnet. Through one portal - FedBizOpps (FBO) - P Minceity Business Development Agency
b commercial vendors seaking Federal markels for P PRO - Ned
Privacy and Security Statement their products and senices can search, monilor : ‘
P Privacy and Security Slatement and retrigve opportunities solicited by the entire e e Crr e
Faderal contracling community. P Wendor Natfication Service
X FedBizOpps Hews  Contact Information
P What's Hew? ¥ Emai: fho supportiigsa gov
¥ 508 Compliance P Prone: B77-47 23776 (Tod Fres)
FedBlzOpps| |FedBlzOpps|
suvens [lf venoors
A% BOBBY..:
s APPROVED

Figure 14.1: FedBizOpps Demo Home Page

Click on "FedBizOpps Buyers".

85


http://www.fedbizopps.gov/

14.0 FBO Administration (Restricted Use

Buyers

Federal Business Opporfunifies

¥ Nate # Find Business Opportunity
* You musthEwe 3Vvalid USer account 1o use tis systom
Faderal contracling professionals are solely . #* FedBizOpps News
responsible for the conlant of any synopsis = To obtain & newLJger account, il out the onfine Begistralion Form for ¥ Vhar's Heewr

subrmited. The FBO ta i will make no Eederal Vsers, ¥ 508 Comglance
changes or comections to synopsis content B . "

W Privacy and Security Statement
i Buyers Links ¥ Privacy and Securty Statement
¥ ARMET Home
Fa r_hgf R Plezse anter your User 1D and Password - o= ~
NSRS SO FOTm TOF Feoers USers !wmm
¥ Dama FRO e o =
50 Buyers Mo e b o 5774723773
¥ FEO Buyers Marus [Dovmiosd) F'“"'ﬁ-‘-ii— (Tottres)
AL * FedBizOpps Home
e ———— B Faifurwne Home
. T ez lpps Home
W Gereral Information —_— ¥ FecBiztpps Verdors
¥ Sacton 508 Yendor Notice
Lt
F Management Responaibity

P Frequently Asked Questions
Notice of Section 508 Compliance: Buyers ulilzing the Federal Business
Opportunities (FedBzOpps) websile are required bo ensuna that all data
posted on FedBzOpps complies with Section 508 of the Rehabiitation
AL 29 U5.C §T94d

Figure14.2: FedBizOpps Demo - Buyers

Once you click on “FedBizOpps Buyers”, the main buyer screen will appear listing your username, as well as
your Agency, Office and Location information.

L T crone T~ eor T T rion =] oex ] mcanv ] ascane | ~oere ] ~oun—] Stars ] “peomie

TEST ORG

TEST QFF
TESTLOC

User: John Smith

Figure 14.3: Main Buyer Screen

To access the Administration Module of FedBizOpps, click on “ADMIN”.
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14.1 Agency Administration

TEST ORG

TEST QFF
TESTLOC

User: John Smith

Figure 14.4: Main Buyer Screen

If you have been designated as an “Agency Administrator”, you will see the following screen once you have
clicked on “ADMIN”:

Il O ED

Administration Menu

Maintain Agency
TEST ORG

‘ Maintain Ulsers/POCs

Figure 14.5: Agency Administration Menu

In order to create, edit or delete Offices or Locations within an Agency, you would click on
“Maintain Agency”.

In order to create, edit or delete User Accounts within an Agency, you would click on
“Maintain Users/POCs”.

Please Note:

e The FedBizOpps Support Team is responsible for setting up the initial Agency,
Office and Location, as well as the Agency Administrator’s User account. Any
subsequent Offices, Locations or User accounts are the responsibility of the
Agency Administrator, or their designee.

e If your status as the Agency Administrator changes (extended leave, TDY,
replacement), please notify the Help Desk at 877-472-3779 or
fbo.support@gsa.gov, so that we can make the necessary changes to our
Agency contact information.
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14.1.1 Maintain Agency

Il O ED

Administration Menu

Maintain Agency
TEST ORG

Maintain Users/POCs

Figure 14.6: Agency Administration Menu

To create, edit or delete Offices or Locations within an Agency, click on “Maintain Agency”.

L T e R ocor 1

Office Administration

TEST ORG
Name [ Actions
TEST OFF Locations [Edit [Delete
‘Test Office Two Locabons @ iM

TEST OFFICE THREE [Locations [Edit [Delete

Note: Qffices having posted (EFS) Symopses cannot be deleted.

<<« Back Create New Office

Figure 14.7: Office Administration

The “Office Administration” screen lists all of the Offices that have been set up within an Agency on
FedBizOpps. You can:

Edit or delete an existing Office.
Create a new Office.

Create a new Location.

Edit or delete an existing Location.

You can click on the “Back” button to return to the “Agency Administration Menu”.
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14.1.1.1 Editing or Deleting an Office

TEST ORG
Name | Actions
TEST OFF Locatons Edst ?De!elz
Test Office Twvo Locations @ i%

-’T"I:f.'T' OERRTTE THEEE .T nnnnnn t,a..i'n L
IR o 5 4 -

SR A s L OEREENS SO T

Note: Qffices having posted (EFS) Symepses cannot be deleted.

<4< Back I Croate Now Office

Figure 14.8: Office Administration

In order to edit the Office listing, you will need to click on “Edit” next to the name of the Office.

o I e |

Office Administration

[ Agency: TEST ORG
| Office Name: lTasrClhuco T
| Office Code: TO2

iPa:swuanﬂminﬂlr. :Rch'mnima'bor Information

et sae| carce

Figure 14.9: Editing an Office Listing

The only information you can edit is the “Office Name”. To edit the Office Name, type over the name and

click “Save”. If you would like to return to the “Office Administration” screen, click on the “Back” or “Cancel”
buttons.

Please Note: Only alphabetic characters, parentheses, and a space between words are allowed in the
"Office Name" field.
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LOGEUT

Office Administration

TEST ORG
Name . Actions
TEST OFF Locations Edit [Delete

Test Office Two Locations Edit [Delete

TEST OFFICE THEEE Locations Edat Delete

Note: Offices having posted (EPS) Svnepses cannot be deleted.

24 Bmrk: |
— 1

Figure 14.10: Office Administration

You can also delete an Office. In order to delete an Office, the "Delete" field next to the Office Name must
be highlighted. You can only delete an Office if the Locations within that Office have not posted notices on
FedBizOpps. If the "Delete" field is highlighted, then no Locations in that Office have notices posted on
FedBizOpps and you can delete the Office. If the "Delete" field is not highlighted, then Locations in that
Office have posted and you will not be able to delete the Office.

Please Note: If you delete an Office, all Users accounts assigned to Locations within that Office will also be
deleted. You should change the Locations for all User accounts prior to deleting the Office.

Click on "Cancel" to return to the Office Administration screen, or click on "Delete" to delete the Office.

Office Delete Confirmation

You have requested the deletion of the following Office.
Please confirm that you wish to delete this Office.

Agency: TEST ORG
Office: Test Office XYZ

Dielete I Cancal

Figure 14.11: Deleting an Office Listing

You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel"
to cancel deletion of the Office, or click on "Delete" to delete the Office.
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14.1.1.2 Creating a New Office

Office Administration

TEOT cT e
LESL ULy

Name Actions
TEST OFF Locations Edit Delete
Test Office Two [Locations @ [Delete

TEST OFFICE THREE Locations Edst Delete

Mote: Gffices having posted (BEFS) Synopses cannot be deleted.

<< Back Craate New Office I

Figure 14.12: Office Administration

In order to create a new Office within an Agency, you will need to click on "Create New Office".

o D ED

Office Administration

Agency: TEST ORG
Office Mame: I'I'es1 Office =vZ

|
|
| Office Code: I'I'GXYZ
F
!

FPassword Reminder: | Admarastrater Informatien

Save Cancel

Figure 14.13: Creating a New Office

If you would like to return to the "Office Administration" screen, click on the "Back" or "Cancel" buttons.
Otherwise, enter the Office Name and Office Code. You also need to designate whether you would like your
Users to be able to retrieve their passwords by email or administrator options. In the "Password Reminder"
field, use the drop down box to select "Email Reminder" or "Administrator Information”. The "Email
Reminder" option will allow Users to use the "Forgot your password" link discussed in the "Maintain
Users/POCs" section of this manual. The "Administrator Information" option will provide Users with a list of
Administrators for their Agency who can assist them. Once you have filled in the fields, click on "Save".

Please Note:

e Only alphabetic characters, parentheses, and a space between words are allowed in the "Office
Name" field, and only alphanumeric characters are allowed in the "Office Code" field.

91



14.0 FBO Administration (Restricted Use

e The Office Code must be unique. You cannot use the same Office Code for multiple Offices within
an Agency. The system will not prompt you when duplicate codes are entered, so please be careful
to note the other Office Codes within that Agency. If you use the same Office Code for multiple

Offices, your postings may show up under the incorrect Agency/Office/Location designation on
FedBizOpps.

Lo S s

Office Administration

TEST ORG
Name | Actions
TEST OFF Locatons Edit degte
Test Office Two [Locations .m M

TEST OFFICE THREE Locations [Edit [Delete

Note: Offices having posted (EPS) Symopses cannot be deleted.

<« Back Cranta New Ofice I

Figure 14.14: Office Administration Screen

14.1.1.3 Creating a New Location

Once an Office has been setup on FedBizOpps, Locations will need to be set up in the Office in order to
post notices. To create a new Location, click on "Locations".

o QO Pron |

Location Administration

No Locations Found

Nate: Locations having posted (BPE) Symopses caxnot be deleted.

<<« Back Croaty Naw Location

Figure 14.15: Creating a New Location

As there are no Locations in this Office, you will need to set up a Location by clicking on "Create New
Location".
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arm o T
T ES——— S—

Location Administration

Agency: TEST ORG
Office: Test Office Tare

Office Code: TO2

Location Name; |Test Location One

Location Code: TL1
Addressl: st

s s L0
AQUFEssL jiesi

City: t1eﬂ
State: .:m
i jiest
* FBO Account Number: [235610576
* FRO Password: |ersatz

Password Reminder: [Administrator Information

Deployment Location(s):

Figure 14.16: New Location Form

The Agency Name, Office Name, and Office Code are generated by the system. You will need to fill in the
Location Name, Location Code, Address, FBO Account Number and Password, and deploy the Location.

To deploy the location, highlight "EPS_MAIN" in the "Deployment Location(s)" field. If you do not deploy the
Location, the Location will not be displayed in the Agency/Office/Location lists discussion in Section 13.1 of

this manual.

The following restrictions apply to the information fields:

Location Name:

Only alphanumeric characters, parentheses, and a space between words.

Location Code:

Only alphanumeric characters with no space between them. Once information
is entered in this field and saved, it cannot be changed.

Only alphanumeric characters, punctuation marks, parentheses, and a space

Address1: between words.

Address2: gggggzlbz?\:yeaeftxormzeric characters, punctuation marks, parentheses, and
City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO Account Number:

Only alphanumeric characters with no space between them.

FBO Password:

Alphabetic characters, punctuation marks, pound signs, and astericks with no
space between them.
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Please Note:

¢ Administrators should take extreme care to ensure that the above information is accurate. When a
User posts a document to FedBizOpps, this information will be extracted from the
Agency/Office/Location profile and will be displayed in the notice.

e The Location Code must be unique. You cannot use the same Location Code for multiple Locations
within an Office. The system will not prompt you when duplicate codes are entered, so please be
careful to note the other Location Codes within that Office. If you use the same Location Code for
multiple Locations, your postings may show up under the incorrect Agency/Office/Location
designation on FedBizOpps.

e The FBO Account Number and Password must be unique. The system will provide an error
message if you choose information used by another Agency/Office/Location. These fields are
necessary fields to accommodate Agencies that post via email and ftp.

Once you have filled in the appropriate fields, click on "Save". The new Location listing will display in the
"Location Administration" screen.

Location Administration

TEST ORG - Test Office Two
Name Address] Address2 City State Zip| FBO Acct | Actions
Test Locaton One |test test test [in test |235I5]0976 Edit Dielete

Note: Locations having posted (EFPS) Symopses cannot be deleted.

<¢< Back | Create New Location |

Figure 14.17: New Location Listing

14.1.1.4 Editing or Deleting Location Information

Location Administration

TEST ORG - Test Office XYZ
ame | Address] | Address?| City |State| Zip FBO Acct Actions
Test Location XYZ 123 Main Street Washington DC |20000 Test123  Edit Delete

Nete: Locations having posted (EPS) Swmopses cannct be deleted,

ceeBack | ' Create NewLocation |

Figure 14.18: Location Administration
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In order to edit the Location listing, you will need to click on "Edit" next to the name of the Location.

Address1: [123 Main Suest
Address2: I

City: [Washington
Slale:. fDC_
Zip: 20000
* FEO Account Number: [Tesfizi
* FBO Password: |re™aise

Password Reminder: Adminstrator Information

Deployment Location(s):

Figure 14.19: Editing a Location Listing

You can edit:

e Location Name
e Address
e  FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name: Only alphanumeric characters, parentheses, and a space between words.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a
space between words.

. Optional, only alphanumeric characters, punctuation marks, parentheses,

Address2:
and a space between words.

City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO Account Number: Only alphanumeric characters with no space between them.

FBO Password: Alphabetic characters, punctuation marks, pound signs, and astericks with

no space between them.
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Please Note:

Restricted Use

Administrators should take extreme care to ensure that the above information is accurate.

When a User posts a document to FedBizOpps, this information will be extracted from the
Agency/Office/Location profile and will be displayed in the notice.

The FBO Account Number and Password must be unique. The system will provide an error

message if you choose information used by another Agency/Office/Location. These fields are
necessary fields to accommodate Agencies that post via email and ftp.

To edit the Location, key the new information

in the appropriate field and click "Save". If you would

like to return to the "Location Administration" screen, click on the "Back" or "Cancel" buttons.

Agency:

Office:

Office Code:
Location Name:
Location Code:
Address]:
Address2:

City:

State:

Zip:

* FEO Account Number:
* FBO Password:

Password Reminder:

Location Adminisiration

TEST ORG

Test Office XYZ
TOXYZ
[TestLocation vz
ez

[123 Mein Street

I
I\'.’aihlngl‘on

=

[Tesfizs
fevise

\Admurustrator Information

Deployment Loecation(s): |

Figure 14.20: Location Administration

You can also delete a Location. In order to delete a Location, the "Delete" field next to the Location Name
must be highlighted. You can only delete a Location if there are no postings for that Location on
FedBizOpps. If the "Delete" field is highlighted, then there are no postings for that Location and you can
delete the Location. If the "Delete" field is not highlighted, then there are postings for the Location and you
will not be able to delete the Location.

Please Note: If you delete a Location, all Users accounts assigned to those Locations will also be deleted.
You should change the Locations for all User accounts prior to deleting the Location.

Click on "Cancel" to return to the Location Administration screen, or click on "Delete" to delete the Location.
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Locatio

You have requested the deletion of the following Location.
Please confirm that you wish to delete this Location.

Ageney: TEST ORG
Office: TEST OFF
Location: Test Location XYZ

Delate | [ ]

Figure 14.21: Deleting a Location

14.1.2 Maintain Users

You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel"
to cancel deletion of the Location, or click on "Delete" to delete the Location.

Administration Menu

Maintain Agency
TEST ORG

Maintain Users/POCs

Figure 22: Administration Menu

To Create, Edit or Delete User Accounts within an Agency, click on "Maintain Users/POCs".
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[ Frone |
User Administration

Search For User

Last Mame:
First Name: |

Usermame: |

Search I

TEST ORG
Office Location Actions
TEST OFF TESTLOC Users
TEST OFFICE THEEE TEST LOCATION FAUX Users
Test Office Two Test Location Crne | Users
Test Office {YZ ‘Test Locaton XYZ Users
Back Crenate Mew Liser

Figure 23: User Administration
A list of Office and Locations will be displayed. You can:

- Search for a specific User.
- Create a New User.
- Edit a User's Profile.

Please Note:

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.
¢ The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.1.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before
creating a user account, we recommend that you use this capability to ensure:

e An account does not already exist for the user.
¢ An account with the same username does not exist.

Enter the search information and click on "Search".
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LOGOUT

TEST ORG
TEST OFF
_ TESTLOC
MName | Tirte Usemanme Is POC Actions
[Semith, Tohs [Contracting Specialist [jsmith | Yes [Roles [Edit Delete [POC

Note: Users specified as @ POC against a posted (EFS) Synopsis cannot be defeted

<44 Back Create New User

Figure 24: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to
return to the User Administration screen, or you can click on "Create New User" to create a new
FedBizOpps User account.

e i

User Administration

Search For User
Last Name: ’—
First Name: ’—
Username: ,7
Search I

TEST ORG
Office [ Location Actions
TEST OFF TESTLOC [ Users
TEST OFFICE THREE TEST LOCATION FAU'J(: Users
Test Office Two Test Location Orne Wiers
Test Office XYZ Test Location XYZ [ Users
Back Craate Mew Usar

Figure 25: User Administration

If you know the User's Office and Location information, you can also pull up the User's account by
clicking on "Users" next to the Office and Location.
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[ pronis |
- - -

User Administration
| TEST ORG
| TEST OFF
| TESTLOC
Mame Tide Usemname s POC| Actions
Do, Jane Contracting Speciahst Jadoe Mo iRolcs Edit Delete | POC
[Sevith, Tohn Cantracting Spaciahe ,sm_ﬂ- [ ¥ee !Pnln Edit Dalete [POC

Note: Users specified as a POC against a posted (EPS) Synopsis camnot be deleted

<< Back Create Mew User ‘

Figure 26: List of Users

This will display a list of Users for a particular Office and Location.

14.1.2.2 Creating a New User

User Administration

Search For User
Last MName: l—
First Name: '—
Username: '7
Search I

TEST ORG
Office [ Location | Actions
TEST OFF TESTLOC [ Users
TEST OFFICE THREE TEST LOCATION FAU}{| Users
Test Office Two Test Location One [ Users
Test Office XYZ Test Location XYZ [ Users
HI Craate New User

Figure 27: User Administration

To create a new User account, click on "Create New User".
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o S ED

User Administration

[ First Name: .|Jane
Middle Initial: [&
. Last Name: |Doe

Title: ICunu'al:iing Speaalist
User Name: jjados
Password: I"‘"""'—
Telephone: |202-222-2222
Fax: [202-333-3333
Email: |HDnE‘@dE‘V null
| Location: [TEST/TEST OFF. TESTLOC =
| S| | carc

Figure 28: New User Form

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields,
select the appropriate Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.

Middle Initial: || Only one alphabetic character, a period with no space between them.

Last Name: Only alphabetic characters, punctuation marks, and a space between them.

Title: Only alphabetic characters and a space between words.

User Name: Only ten (10) alphanumeric characters and no space between them.

Password: Only eight (8) alphanumeric characters and no space between them.

Telephone: Only numbers, parentheses, and dashes with a space between characters.

Fax: Only numbers, parentheses, and dashes with a space between characters.

Email: Only alphanumeric characters, a period, an "@" symbol, and no space between
characters.

Please Note:

e Administrators should take extreme care to ensure that information, such as name, title, telephone
number, fax number, and email address is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from their profile and will be displayed in the notice.
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e FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username"
and "Password" already exist on the system, you must create a different "Username" and
"Password" for the new User account.

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.

<
- - -
User Administration
TEST OHG
Test Office XYZ
Test Location XYZ

Name [Title Username Is FOC Actions
Doe, Jane |Contracting Speciahst ljadoe He |[Roles Edit Delete :POC

Note: Users specified as a POC against a posted (EFE) Symopsis cannot be deleted

<e¢ Back Create Mew User I

Figure 29: New User Account Listing

Once you have entered the new User's profile information, there are still a few more steps in order to set up
the account properly. You still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.

User Role Administration

Name: Jane & Doe
Username: jados

'Assngn.ed Eoles Unassigned Roles
<— Add Selectad Transackons

EFS-EPS Siats Renviewer
EFE-EFE Document Creator
Delate Selectad Transachons —3 I EFS-EFS Document Archiver

ADMIN-EPS User Adrministrastor x|

Back Seve I Cancel

Figure 30: User Account Roles
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Please be advised that a User must have at least one "User" role, such as "EPS-EPS User", in order for the
User to be able to access FedBizOpps.

Activity ‘ Assigned Roles ‘

ORG-Agency Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Agency

ORG-Office Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Office

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate a Location

Create, preview, save, archive, unarchive, and

delete documents EPS-EPS User

Create, preview, and save documents EPS-EPS Document Creator
Archive and unarchive documents EPS-EPS Document Archiver
Delete documents EPS-EPS Document Deleter

EPS-EPS Stats Reviewer*

View statistics . . . -
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected
Transactions".

i Qo [ oo )

User Role Administration

Name:
Username:
Lisg:,gngd Eoles: iUnassig!edP.a\les:
EFS-EFS User «— Add Selected Transactions |

EFS-EFS Document Creator
EFS-EFS Document Archiver
ADMINEPS User Administrator
ORG-Location Administrator x|

EPS-EPS Stats Renviewar j

Delete Selected Transactions —> |

Jeck ' Save _' _Concel |

Figure 31: User Account Roles
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This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have
selected and assigned the appropriate roles. If you need to remove a role, highlight the role in the "Assigned
Roles" table and click on "Delete Selected Transactions". This will move the role to the "Unassigned Roles"
table.

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the
appropriate roles and click on "Save".

User Administration

Search For User
Last Name: I:
First Name: ,7
Username: ,7
Search I

TEST ORG
Office Location Actions
TEST OFF TESTLCC Users
TEST OFFICE THREEE TEST LOCATION FAUX Users
Test Office Two Test Location One [ Users
Test Office XYZ ‘Test Locaton XYZ Wsers
Back Craate New Liser

Figure 32: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact
(POC). When a User is listed as a "POC", their name is added to a drop-down box of available "POCs" for
Users to select when creating a synopsis at a location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection
in the "Is POC" field from "No" to "Yes". To change the selection back to "No", simply click on the "POC" link
again.

Once you have set up the User account, you will need to provide the User with their Username and
Password. To prompt the system to provide the Username and Password to the User via email, go to
www.fedbizopps.gov and click on "FedBizOpps Buyers".
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Buyers

Federal Business Opporfunifies

¥ Nate # Find Business Opportunity
» You must have a valid User account 1o use this system
Federal contracting prafessionals are solh W FedBIOpps News
sesponsibta or s cesteni ofasy synopsis ® Tnobtan anestiser accound fllouhe sahne B2y snnfom P Vhat's Neewr
subrmited. The FBO ta i will make no Eederal Vsers, ¥ 508 Comglance

changes or comections to synopsis content

= Forgol vour password?

W Privacy and Security Statement
i Buyers Links ¥ Privacy and Securty Statement
¥ ARMET Home
Fa r_hgf R Plezse anter your User 1D and Password - o= ~
NSRS SO FOTm TOF Feoers USers !wmm
¥ Dama FRO e =
B Buryers Manusl User Il ,— ;:mu m;_‘maw
¥ FEO Buyers Marus [Dovmiosd) S i— S e
AL * FedBizOpps Home
e ———— B Faifurwne Home
. T ez lpps Home
W Gereral Information —_— ¥ FecBiztpps Verdors
¥ Sacton 508 Yendor Notice
Lt
F Management Responaibity

P Frequently Asked Questions
Notice of Section 508 Compliance: Buyers ulilzing the Federal Business
Opportunities (FedBzOpps) websile are required bo ensuna that all data
posted on FedBzOpps complies with Section 508 of the Rehabiitation
AL 29 U5.C §T94d

Figure 33: FedBizOpps Buyers

Click on the link for "Forgot your password".

FBO Password Finder

To recewe your username and password by email, please enter your email address and click the send request button:

Email address: [inhn.smiﬂ'n@dev.null

| Send Request | Cam:al]

Figure 34: "Forgot your password" Link

Enter the User's email address and click on "Send Request".

Please Note: You must enter the User's email address as was entered in the User's profile, as the email
address field is case sensitive. If you do not enter the email address in the correct case, you will receive an
error message.

The system will then forward an email to the new User with their Username and Password.
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14.1.2.3 Editing or Deleting a User's Account

User Administration

Search For User

Laer Mame: |
First Iame: .
Username: |
Search |
—
TEST ORG
Office [ Location Actions
TEST OFF TESTLOC [ mser
TEST OFFICE THEEE TEST LOCATION FA.T.T_I.i Users
Test Office Two Test Location One [ Wiers
Test Office XYZ Test Location XYZ [ Users
Back Craate New Liser

Figure 35: User Administration
To edit a User's FedBizOpps account information, pull up a User's account information by:

e Entering the last name, first name, or username and clicking on "Search".
e Clicking on "Users" next to an Office and Location.

User Administration
TEST ORG
Test Office XYZ
Test Location XYZ
Tame [Title Username Is POC | Actions
.Doc_ Jane |Conn'a1:ling Speciahst ljadoe | Mo [Roles .& Delete iu

Note: Users gpecified as a POC against a posted (EPS) Synepsis cannct be deleted

<<« Back Craate Naw User I

Figure 36: User Account
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From this screen, you can:

Assign or delete roles.

Edit the User's profile.

Delete a User.

Change the POC designation.

Restricted Use

The assigning of roles and POC designation is discussed in section 1.4.1.2.2 of this manual. To edit the

User's profile, click on "Edit" next to the User's name.

Lo e R oo

User Administration

First Name: [Jane

Middle Initial: [2

Last Name: !Due

Title: |Cun'lml:hng Specalist
. User Name: [jadoe
. Password: [~

Telephone: |202-222-2222
Fax: [202-333-3333

Email: Innne@dev ol
[ Location: [TEST/TEST OFF. TESTLOC =
| e

Figure 37: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A
User can change their profile information by logging into FedBizOpps and clicking on "Profile", except for

their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the

correct information and click on "Save".

107



14.0 FBO Administration (Restricted Use

T A B L] - .}
User Aaminisiration

TEST ORG
Test Office XYZ
Test Location XYZ
Name Tide Username Is POC Actions
Doe, Jane [Contracting Speciahst jadoe Mo [Roles [Edit [Delets [FOC

MNote: Users gpecified as a POC against a posted (EFS) Swopsis cannot be deleted

Figure 38: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User,
please ensure their POC designation is set to "No", then click on "Delete" next to the User's Name.

—

Delete Confirmation

You have requested the deletion of the following User. Please confivm that you wish to delete this User.

Name: Doe, Jane
Usemname: jadoe
Locaton: TESTLOC

Figure 39: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on
"Delete". Otherwise, click on "Cancel". The User will be deleted from the system.
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14.2 Office Administration

If you have been designated as an "Office Administrator", you will see the following screen once you have
clicked on "ADMIN":

Administration Menu

Maintain Office
Test Office XYZ

Maintain Users POCs

Figure 14.40: Office Administration Menu

In order to create, edit or delete Locations within an Office of an Agency, you would click on "Maintain
Office".

Please Note: Only an Agency Administrator can edit or delete an Office.

In order to create, edit or delete User Accounts within an Office, you would click on "Maintain Users/POCs".

14.2.1 Maintain Office

(AN Ry ProFRLE ~ IR TocouT )

Administration Menu

Maintain Office
Test Office XYZ

Maintain Users POCs

Figure 14.41: Office Administration Menu
To create, edit or delete Locations within an Office of an Agency, click on "Maintain Office".

To create a new Location, click on "Locations".
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[ uan QN rroRE |
Location Administration

No Locations Found

Note: Locations having posted (EPS) Smapses cannot be defeted.

<¢t Back

Figure 14

Crarate Naw Location

.42: Creating a New Location

If there are no Locations in an Office, you can set up a Location by clicking on "Create New Location".

Locat

ion Administration

Agency: TEST ORG

Office

Office Code:

Location Name

Location Code

1 | Test Office Two
T2

H |Tesl Location Cne

2| TL1

Address]: |Iest
Address2: [sest
City: [lest
State: [ln_
|
* FEO Account Number: Im

* FEO Password: [erzatz

Password Reminder: |&dministrator Information

Deployment Location(s): |

Figure 14.43: New Location Form

The Agency Name, Office Name, and Office Code are generated by the system. You will need to fill in the
Location Name, Location Code, Address, FBO Account Number and Password, and deploy the Location.

To deploy the location, highlight "EPS_MAIN" in the "Deployment Location(s)" field. If you do not deploy the
Location, the Location will not be displayed in the Agency/Office/Location lists discussion in Section 13.1 of
this manual.

The following restrictions apply to the information fields:
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Location Name: Only alphanumeric characters, parentheses, and a space between words.

Location Code: Only alphanumeric characters with no space between them.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a space
between words.

Address2: Optional, only alphanumeric characters, punctuation marks, parentheses, and a
space between words.

City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO Account

Number- Only alphanumeric characters with no space between them.

FBO Password: Alphabetic characters, punctuation marks, pound signs, and astericks with no space
between them.

Please Note:

e Administrators should take extreme care to ensure that the above information is accurate. When a
User posts a document to FedBizOpps, this information will be extracted from the
Agency/Office/Location profile and will be displayed in the notice.

e The Location Code must be unique. You cannot use the same Location Code for multiple Locations
within an Office. The system will not prompt you when duplicate codes are entered, so please be
careful to note the other Location Codes within that Office. If you use the same Location Code for
multiple Locations, your postings may show up under the incorrect Agency/Office/Location
designation on FedBizOpps.

e The FBO Account Number and Password must be unique. The system will provide an error
message if you choose information used by another Agency/Office/Location. These fields are
necessary fields to accommodate Agencies that post via email and ftp.

Once you have filled in the appropriate fields, click on "Save". The new Location listing will display in the
"Location Administration" screen.
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Name [Address] Address2 Ciw:Sma- p FBO.M::: Actions
Test Location One test test test o [test|:

Nete: Locations kaving posted (EPS) Sywmopses cannotl be deleted.

eee Barl I i i
| Lroats Mo Lo i

Figure 14.44: New Location Listing
[ A | EED
Location Administration
TEST ORG - Test Office XYZ
Name Address] A.dd.rusﬂ City  State | Zip FBO Acet Actions
Test Location X YZ 123 Main Street (Washington [DC  [20000 Test123  Edit [Delete

Note: Locations kaving posted (EPS) Synopses cannat be deleted.

<< Back | Create New Location |

Figure 14.45: Location Administration

You can also edit the Location listing. To edit the Location, you will need to click on "Edit" next to the name
of the Location.
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MAIN LOGOUT

Location Administration

Agency: TEST ORG
Office: Test Office XYZ

P P T T T 6 A
LA L OWE LA LS

Location Name: :JTE"E-l Location #vZ
Location Code: ]TLKY!’
Address1: [123 Moin Sreet
Address2: |

City: _h.‘u’ashingaun
State: |DC
Zip: |EUDDU
Pp————— —— = l——
® FEO Account MNumber: l|Tesl,'I23
* FRBO Password: | re*vise

Password Reminder: :.ﬁ.d.mirmator Infermation

Deployment Locationis): |

Figure 14.46 Editing a Location Listing

You can edit:

e Location Name
e Address
e  FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name: Only alphanumeric characters, parentheses, and a space between words.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a
space between words.

. Optional, only alphanumeric characters, punctuation marks, parentheses,

Address2:
and a space between words.

City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO Account Number: Only alphanumeric characters with no space between them.

FBO Password: Alphabetic characters, punctuation marks, pound signs, and astericks with
no space between them.
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Please Note:

¢ Administrators should take extreme care to ensure that the above information is accurate. When a
User posts a document to FedBizOpps, this information will be extracted from the
Agency/Office/Location profile and will be displayed in the notice.

e The FBO Account Number and Password must be unique. The system will provide an error
message if you choose information used by another Agency/Office/Location. These fields are
necessary fields to accommodate Agencies that post via email and ftp.

To edit the Location, key the new information in the appropriate field and click "Save". If you would like to
return to the "Location Administration" screen, click on the "Back" or "Cancel" buttons.

e

Location Administration

TEST ORG - Test Office XYZ
Name Addressl  Address? City State | Zip FEO Acct Actions
Test Location XYZ |123 Main Street "-Was]mg,on DC (20000 Test123 [Edit Delets

Note: Locations having posted (EFS) Synopses cannot be deleted.

<c< Back Create New Location

Figure 14.47: Location Administration

You can also delete a Location. In order to delete a Location, the "Delete" field next to the Location Name
must be highlighted. You can only delete a Location if there are no postings for that Location on
FedBizOpps. If the "Delete" field is highlighted, then there are no postings for that Location and you can
delete the Location. If the "Delete" field is not highlighted, then there are postings for the Location and you
will not be able to delete the Location.

Please Note: If you delete a Location, all Users accounts assigned to those Locations will also be deleted.
You should change the Locations for all User accounts prior to deleting the Location.

Click on "Cancel" to return to the Location Administration screen, or click on "Delete" to delete the Location.
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You have requested the deletion of the following Location.
Please confirm that you wish to delete this Location.

Agency: TEST ORG
Office: TEST OFF
Location: Test Location XYZ

Dalete | . Cancel

Figure 14.48: Deleting a Location
You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel"

to cancel deletion of the Location, or click on "Delete" to delete the Location.

14.2.2 Maintain Users

Administration Menu

Maintain Office
Test Office XYZ

Maintain Users POCs

Figure 14.49: Admin Menu

To Create, Edit or Delete User Accounts within an Office, click on "Maintain Users/POCs".
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m PROFILE LOGOUT

Search For User

Last Name: |
First Name: ..

Username: .|
Search I
TEST ORG
Office [ Location . Actions
Test Office XYZ Test Location XYZ Users
Teet Office XYZ Test Oiffice 2 Meers !
Back | Crmaia Aais kear |
Back Craste Newllsar |

Figure 14.50: User Administration
A list of Locations will be displayed. You can:

e  Search for a specific User.
e Create a New User.
e Edit a User's Profile.

Please Note:

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.
e The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.2.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before
creating a user account, we recommend that you use this capability to ensure:

e An account does not already exist for the user.
e  An account with the same username does not exist.

Enter the search information and click on "Search".
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TTonm A dssrisriotsratiam
L/aCE AAUIRRERREOLE AEREVFIR
TEST ORG '
Test Office XYZ
Test Location XYZ |
Name Title Username Is POC Actions |
Doe, JTane .Conlracl:i.ng Specialist padoe Mo [Roles [Edt Delete [P Cl

Note: Users specified as a POC against a posted (EFE) Symopsis cannot be deleted

<<<Back | Creste Mew iser

Figure 14.51: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to
return to the User Administration screen, or you can click on "Create New User" to create a new
FedBizOpps User account.

o Qo |

User Administration

Search For User

Last Name: li

FirstName: [

Usersamar| |
Search |

TEST ORG
Office [ Location . Actions
Test Office XYZ Test Lacation XYZ | Users
‘Test Office XYZ Test Office 2 Users
Back Crate New Liser |

Figure 14.52: User Administration

If you know the User's Location information, you can also pull up the User's account by clicking on "Users"
next to the Location.
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User Administration

| TEST ORG
[ TEST OFF
[ TESTLOC
Name [Title Usemame  [Is POC | Actions |
[Doe. Jane [Contractng Speciabst [jadoe [ Mo [Roles[Eds Delete [FOC
[Semith, Toha [Comtractng Speciaist [jsemith [ Yes [Roles[Eds [Delete[POC

Note: Users specified as a FOC against a posted (EFE) Symopaiz cannot be deleted

<<< Back Create New Liser I

Figure 14.53: List of Users

This will display a list of Users for a particular Location.

14.2.2.2 Creating a New User

User Administration

Search For User

Last Name:

First Name: |

Username: Ji
Search |

TEST ORG
Office [ Location Actions

fTest Office XYZ Test Location XYZ | Users

Test Ofice X YZ [Test Office 2 ' Users

_Back | ' Create Hew User |

Figure 14.54: User Administration

To create a new User account, click on "Create New User".
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m PROFILE

Restricted Use

User Administration

First Mame: [Jane

Middle Initial: [4

Last IName: |Due

Title: [Contracting Specialist
User Mame: [jados
Password:  [===
Telephone: |202-222-2222
. Fax: ] ’m
Email: [none@devnull
[TEST/TEST OFF. TESTLOC

<]

Location:

i

| Save |
| e |

Figure 14.55: New User Form

Cancel |

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields,
select the appropriate Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.
Middle Initial: Only one alphabetic character, a period with no space between them.
Last Name: Only alphabetic characters, punctuation marks, and a space between them.
Title: Only alphabetic characters and a space between words.
User Name: Only ten (10) alphanumeric characters and no space between them.
Password: Only eight (8) alphanumeric characters and no space between them.
Telephone: Only numbers, parentheses, and dashes with a space between characters.
Fax: Only numbers, parentheses, and dashes with a space between characters.
Email: Only alphanumeric characters, a period, an "@" symbol, and no space between
characters.
Please Note:

e Administrators should take extreme care to ensure that information, such as name, title, telephone
number, fax number, and email address is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from their profile and will be displayed in the notice.
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e FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username"
and "Password" already exist on the system, you must create a different "Username" and
"Password" for the new User account.

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.

[ main | PROFILE LOGOUT
e L

User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
Name Title Username 1s POC | Actions
Doe, Jane Contracting Speciakist liadoe Mo  [Roles [Edit Delete POC

Note: Users specified as a POC against a posted (EFS) Smepsis cannet be deleted

%< Back Craate New User

Figure 14.56: New User Account Listing

Once you have entered the new User's profile information, there are still a few more steps in order to set up
the account properly. You still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.

User Role Administration

Name: Jane & Doe
Usermame: jadoe

'Am'gaed Roles: Unassigned Boles:
[ <~ Add Selacted Transachons |
EFS-EFS Stats Reviewer
. EFE-EFS Document Creaios
Delete Salected Transactions —> I EFS-EFS Dacument Archiver

ADMIN-EFS User Administrator x|

Back Save | Cancel

Figure 14.57: User Account Roles
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Please be advised that a User must have at least one "User" role, such as "EPS-EPS User", in order for the
User to be able to access FedBizOpps.

Activity ‘ Assigned Roles ‘

ORG-Office Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Office

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate a Location

Create, preview, save, archive, unarchive, and

delete documents EPS-EPS User

Create, preview, and save documents EPS-EPS Document Creator
Archive and unarchive documents EPS-EPS Document Archiver
Delete documents EPS-EPS Document Deleter

EPS-EPS Stats Reviewer*

View statistics . . . -
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected
Transactions".

User Role Administration

Name:
Usernare:
’Ass'@md Roles | |Unass'@,u.:d Roles:
EFS-EFS User <= Add Selected Transactions ] EFS-EFS Stats Reviewer -

EFS-EFS Document Creator

. EFPS-EPS Document Archrver
Delete Selectad Transactions =» | [|aDMIN-ERS User Adminisiator

ORG-Location Administrator =]

Beck | Sewe| _Cencel |

Figure 14.58: User Account Roles
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This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have
selected and assigned the appropriate roles. If you need to remove a role, highlight the role in the "Assigned

Roles" table and click on "Delete Selected Transactions". This will move the role to the "Unassigned Roles"
table.

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the
appropriate roles and click on "Save".

1 EEm D

User Administration

Search For User
Last Name: li
First Name: ,7
Username: ’7

Search |
TEST ORG
Office Location . Actions
Test Office X YZ Test Location XYZ Users
‘Test Office XYZ Test Office 2 Users
Back Crate New Liser |

Figure 14.59: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact
(POC). When a User is listed as a "POC", their name is added to a drop-down box of available "POCs" for
Users to select when creating a synopsis at a location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection
in the "Is POC" field from "No" to "Yes". To change the selection back to "No", simply click on the "POC" link
again.

Once you have set up the User account, you will need to provide the User with their Username and
Password. To prompt the system to provide the Username and Password to the User via email, go to
www.fedbizopps.gov and click on "FedBizOpps Buyers".
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Buyers

Federal Business Opporfunifies

¥ Nate # Find Business Opportunity
» You must have a valid User account 1o use this system
Federal contracting prafessionals are solh W FedBIOpps News
sesponsibta or s cesteni ofasy synopsis ® Tnobtan anestiser accound fllouhe sahne B2y snnfom P Vhat's Neewr
subrmited. The FBO ta i will make no Eederal Vsers, ¥ 508 Comglance

changes or comections to synopsis content

= Forgol vour password?

W Privacy and Security Statement
i Buyers Links ¥ Privacy and Securty Statement
¥ ARMET Home
Fa r_hgf R Plezse anter your User 1D and Password - o= ~
NSRS SO FOTm TOF Feoers USers !wmm
¥ Dama FRO e =
B Buryers Manusl User Il ,— ;:mu m;_‘maw
¥ FEO Buyers Marus [Dovmiosd) S i— S e
AL * FedBizOpps Home
e ———— B Faifurwne Home
. T ez lpps Home
W Gereral Information —_— ¥ FecBiztpps Verdors
¥ Sacton 508 Yendor Notice
Lt
F Management Responaibity

P Frequently Asked Questions
Notice of Section 508 Compliance: Buyers ulilzing the Federal Business
Opportunities (FedBzOpps) websile are required bo ensuna that all data
posted on FedBzOpps complies with Section 508 of the Rehabiitation
AL 29 U5.C §T94d

Figure 14.60: FedBizOpps Buyers

FBO Password Finder

To recetve your username and password by email, please enter your email address and click the send request button:

Email address: [iuhn.smilh@dev.null

| Send Request | Cnm:al]

Figure 14.61: "Forgot your password" Link
Enter the User's email address and click on "Send Request".

Please Note: You must enter the User's email address as was entered in the User's profile, as the email
address field is case sensitive. If you do not enter the email address in the correct case, you will receive an
error message.

The system will then forward an email to the new User with their Username and Password.
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14.2.2.3 Editing or Deleting a User's Account

User Administration

Search For User

Last Name: |
First Name:
Username: .

[y l
Saaich |
TEST ORG
Office [ Location . Actions
Test Office XYZ Test Location XYZ | Users
Test Office XYZ Test Office 2 Users
Back Create New User I

Figure 14.62: User Administration
To edit a User's FedBizOpps account information, pull up a User's account information by:

e Entering the last name, first name, or username and clicking on "Search".
e Clicking on "Users" next to an Office and Location.

Il N ED

User Administration

TEST ORG
Test Office XYE
Test Location XYZ
Mame Title [Username s POC | Actions
Doe, JTane .Conlracl:i.ng Specialist padoe Mo :Rc-_lts Edit Delete [POC

Note: Users specified as a POC against a posted (EFS) Symopsis cannot be deleted

¢<<Back I Creaie Mew ser

Figure 14.63: User Account
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From this screen, you can:

Assign or delete roles.

Edit the User's profile.
Delete a User.

Change the POC designatio

14.0 FBO Administration

n.

Restricted Use

The assigning of roles and POC designation is discussed in section 1.4.2.2.2 of this manual. To edit the
User's profile, click on "Edit" next to the User's name.

First Name:

User Administration

[Jane

T et W
Last Name:

Title:
User Mame:

. Password:

Middle Initial: [4

v
Doz

|C|:|i1!m|:1ing Specalist
jadoe
|'..........

Telephone:

[evz-zzz-zeze

Fax:
Email:

Location:

[202-333-3539
[none@dev.null

| TEST/TEST OFF. TESTLOC =]

Save |

Figure 14.64: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A
User can change their profile information by logging into FedBizOpps and clicking on "Profile", except for

their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the
correct information and click on "Save".
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TTonm A dssrisriotsratiam
L/aCE AAUIRRERREOLE AEREVFIR
TEST ORG '
Test Office XYZ
Test Location XYZ |
Name Title Username Is POC | Actions |
Doe, JTane .Comracn.ng Specialist padoe Mo [Roles [Edt Delete [P Cl

Note: Users specified as a POC against a posted (EFE) Symopsis cannot be deleted

<<<Back | Creste Mew iser

Figure 14.65: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User,
please ensure their POC designation is set to "No", then click on "Delete" next to the User's Name.

Delete Confirmation

You have requested the deletion of the following User. Please confirm that you wish to delete this User.

Mamne: Doe, Jane
Usemname: jadoe

Location: TESTLOC

Figure 14.66: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on
"Delete". Otherwise, click on "Cancel". The User will be deleted from the system.
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14.3 Location Administration

If you have been designated as a "Location Administrator”, you will see the following screen once you have
clicked on "ADMIN":

P | 060!
T  ———

BROFILE
———=d

Administration Menu

Maintain Office
Test Office XYZ

Maintain Users POCs

Figure 14.67: Location Administration Menu
In order to edit Locations within an Office of an Agency, you would click on "Maintain Location".
Please Note: Only an Agency or Office Administrator can delete a Location.

In order to create, edit or delete User Accounts within a Location, you would click on "Maintain
Users/POCs".

14.3.1 Maintain Locations

LOGOUT

Location Administration

TEST ORG - Test Office XYZ
Mame Addressl | Address2 | City  |State| Zip FEO Acet Actions
Test Location XYZ 123 Man Street 'Washmon DC 20000 Test123 | Edit Delets

Note: Locations having posted (EPS) Swmopses cannot be deleted.

<< Back Create New Location |

Figure 14.68: Location Administration

In order to edit the Location listing, you will need to click on "Edit" next to the name of the Location.
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Office Code: TOXYZ
Location Name: [TestLocation <2
Location Code: [TL<rZ

Addrazs]: !'!23 P min Strect

Address2: |

City: [Washington
State: [DC
Zip: [20000

* FEO Account Number: I esfl23
* FBO Password: |re™ise

Password Reminder: Admimustrator Informaton
N eps 1am |

Deployment Location(s):

Figure 14.69 Editing a Location Listing

You can edit:

e Location Name
e Address
e FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name: Only alphanumeric characters, parentheses, and a space between words.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a space
between words.

. Optional, only alphanumeric characters, punctuation marks, parentheses, and

Address2:
a space between words.

City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO Account Number: Only alphanumeric characters with no space between them.

FBO Password: Alphabetic characters, punctuation marks, pound signs, and astericks with no

space between them.
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Please Note:

¢ Administrators should take extreme care to ensure that the above information is accurate. When a
User posts a document to FedBizOpps, this information will be extracted from the
Agency/Office/Location profile and will be displayed in the notice.

e The FBO Account Number and Password must be unique. The system will provide an error
message if you choose information used by another Agency/Office/Location. These fields are
necessary fields to accommodate Agencies that post via email and ftp.

Please Note: The FBO Account Number and Password must be unique. The system will provide an error
message if you choose information used by another Agency/Office/Location. These fields are necessary
fields to accommodate Agencies that post via email and ftp.

To edit the Location, key the new information in the appropriate field and click "Save". If you would like to
return to the "Location Administration" screen, click on the "Back" or "Cancel" buttons.

Location Administration

TEST ORG - Test Office XYZ
Name Address]l  |Address2|  City  State Fip FBO Acct Actions
Test Location X YZ 123 Main Street Washington [DC 20000 Test123  Edit Delete

Note: Locations kaving posted (EPS) Synopses cannat be deleted.

<< Back I Create New Location

Figure 14.70: Location Administration

14.3.2 Maintain Users

< S D

Administration Menu

Maintain Office
Test Office XYZ

Maintain UsersPOCs

Figure 14.71: Administration Menu

To Create, Edit or Delete User Accounts within a Location, click on "Maintain Users/POCs".

129



14.0 FBO Administration (Restricted Use

m PROFILE LOGOUT

Search For User

Last Name: |
First Name: ..

Username: .|
Search I
TEST ORG
Office [ Location . Actions
Test Office XYZ Test Location XYZ Users
Teet Office XYZ Test Oiffice 2 Meers !
Back | Crmaia Aais kear |
Back Craste Newllsar |

Figure 14.72: User Administration
Your location will be displayed. You can:

e  Search for a specific User.
e Create a New User.
e Edit a User's Profile.

Please Note:

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.
e The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.3.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before
creating a user account, we recommend that you use this capability to ensure:

e An account does not already exist for the user.
e  An account with the same username does not exist.

Enter the search information and click on "Search".
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< =D

User Administration

TEST ORG
Test Office XYE
Test Location XYZ
Name Title Msermame Tz POC| Artions !
Tioe, Tane Cantracting Specialist liadoe Mo  [Boles Ede Dialeee Ei

Note: Users specified as a POC against a posted (EFS) Synopsis canmot be deleted

¢<< Back I Create New User

Figure 14.73: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to
return to the User Administration screen, or you can click on "Create New User" to create a new
FedBizOpps User account.

User Administration

Search For User

Last Name: |

First Name: ’7

Username: ,7
Search |

TEST ORG
Office [ Location . Actions
Test Office XYZ Test Location XYZ|  Users
Test Office XYZ Test Office 2 Users
Back Create New User I

Figure 14.74: User Administration

You can also pull up the User's account by clicking on "Users" next to the Location.
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User Administration

| TEST ORG
[ TEST OFF
[ TESTLOC
Name [Title Usemame  [Is POC | Actions |
[Doe. Jane [Contractng Speciabst [jadoe [ Mo [Roles[Eds Delete [FOC
[Semith, Toha [Comtractng Speciaist [jsemith [ Yes [Roles[Eds [Delete[POC

Note: Users specified as a FOC against a posted (EFE) Symopaiz cannot be deleted

<<< Back Create New Liser I

Figure 14.75: List of Users

This will display a list of Users for that Location.

14.3.2.2 Creating a New User

User Administration

Search For User

Last Name:

First Name: |

Username: Ji
Search |

TEST ORG
Office [ Location Actions

fTest Office XYZ Test Location XYZ | Users

Test Ofice X YZ [Test Office 2 ' Users

_Back | ' Create Hew User |

Figure 14.76: User Administration

To create a new User account, click on "Create New User".
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m PROFILE

Restricted Use

User Administration

First Mame: [Jane

Middle Initial: [4

Last IName: |Due

Title: [Contracting Specialist
User Mame: [jados
Password:  [===
Telephone: |202-222-2222
. Fax: ] ’m
Email: [none@devnull
Location:  |TEST/TEST OFF. TESTLOC

<]

i

| Save |
| e |

Figure 14.77: New User Form

Cancel |

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields,
select the appropriate Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.
Middle Initial: Only one alphabetic character, a period with no space between them.
Last Name: Only alphabetic characters, punctuation marks, and a space between them.
Title: Only alphabetic characters and a space between words.
User Name: Only ten (10) alphanumeric characters and no space between them.
Password: Only eight (8) alphanumeric characters and no space between them.
Telephone: Only numbers, parentheses, and dashes with a space between characters.
Fax: Only numbers, parentheses, and dashes with a space between characters.
Email: Only alphanumeric characters, a period, an "@" symbol, and no space between
characters.
Please Note:

e Administrators should take extreme care to ensure that information, such as name, title, telephone
number, fax number, and email address is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from their profile and will be displayed in the notice.
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e FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username"
and "Password" already exist on the system, you must create a different "Username" and
"Password" for the new User account.

e A User account is associated with one Agency/Office/Location. If the User will need to post on
behalf of multiple Locations, a User account will need to be created for each Location.

User Administration

TEST OR(G

TEST OFF

TESTLOC
Name [Title Username Ts POC | Actions
Dioe, Jane Contractmg Speciabst ljadae [ 170 |Boles ([Edst Delete 'm
Smith, Toha [Contractng Speciahst jsenith | Yes [Roles [Ect Delete[POC|

Note: Users specified as a POC against a posted (EFE) Symapaiz cannot be deleted

<<« Back Creste New User |

Figure 14.78: New User Account Listing

Once you have entered the new User's profile information, there are still a few more steps in order to set up
the account properly. You still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.

[ AN N PROALE |
a -
User Role Administration
Name:
Usernane:
.ﬁ.ss@ncd Eaoles [ iUnassignzd Eoles:
EFS-EFS User <= Add Selecied Transactians | |[EFSEFS Stms Reviewer -

EFE-EFS Document Cresdos
EFS-EPS Document Archiver

Delete Selected Transactons —> I ADMIN-EFS Usar Administrator
ORG-Location Administrator =]

Back | | Senve | Cancel

Figure 14.79: User Account Roles
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Please be advised that a User must have at least one "User" role, such as "EPS-EPS User" or "EPS-EPS
Document Creator", in order for the User to be able to access FedBizOpps.

Activity ‘ Assigned Roles ‘

Administrate a Location

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Create, preview, save, archive, unarchive, and
delete documents

EPS-EPS User

Create, preview, and save documents

EPS-EPS Document Creator

Archive and unarchive documents

EPS-EPS Document Archiver

Delete documents

EPS-EPS Document Deleter

EPS-EPS Stats Reviewer*

View statistics . . . I
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected
Transactions".

i
- - -
User Role Administration
Name:
Username:
’_Ass'@md Rales: |Unassi,gnzd Raoles: )
EFS-EFS User <= Add Selecled Tranzachons ] EFS-EFS Stais Reviewsr -
EFS-EFS Document Creator
z EPS-EPS Document Archrver
Delete Selected Transackons =2 | [|aoMin-EPS User Administrator
ORG-Location Administrator =]
Back I Save I Cancel I

Figure 14.80: User Account Roles

This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have
selected and assigned the appropriate roles. If you need to remove a role, highlight the role in the "Assigned
Roles" table and click on "Delete Selected Transactions". This will move the role to the "Unassigned Roles"
table.
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You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the
appropriate roles and click on "Save".

Search For User

Last Name: |
First Name: ._
Username: ..

Search |
TEST ORG
Office [ Location . Actions
Test Office X YZ Test Location XYZ Users
‘Test Office XYZ Test Office 2 Users
Back Crate New Liser |

Figure 14.81: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact
(POC). When a User is listed as a "POC", their name is added to a drop-down box of available "POCs" for
Users to select when creating a synopsis at a location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection
in the "Is POC" field from "No" to "Yes". To change the selection back to "No", simply click on the "POC" link
again.

Once you have set up the User account, you will need to provide the User with their Username and
Password. To prompt the system to provide the Username and Password to the User via email, go to
www.fedbizopps.gov and click on "FedBizOpps Buyers".
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Buyers

Federal Business Opporfunifies

¥ Nate # Find Business Opportunity
» You must have a valid User account 1o use this system
Federal contracting prafessionals are solh W FedBIOpps News
sesponsibta or s cesteni ofasy synopsis ® Tnobtan anestiser accound fllouhe sahne B2y snnfom P Vhat's Neewr
subrmited. The FBO ta i will make no Eederal Vsers, ¥ 508 Comglance

changes or comections to synopsis content

= Forgol vour password?

W Privacy and Security Statement
i Buyers Links ¥ Privacy and Securty Statement
¥ ARMET Home
Fa r_hgf R Plezse anter your User 1D and Password - o= ~
NSRS SO FOTm TOF Feoers USers !wmm
¥ Dama FRO e =
B Buryers Manusl User Il ,— ;:mu m;_‘maw
¥ FEO Buyers Marus [Dovmiosd) S i— S e
AL * FedBizOpps Home
e ———— B Faifurwne Home
. T ez lpps Home
W Gereral Information —_— ¥ FecBiztpps Verdors
¥ Sacton 508 Yendor Notice
Lt
F Management Responaibity

P Frequently Asked Questions
Notice of Section 508 Compliance: Buyers ulilzing the Federal Business
Opportunities (FedBzOpps) websile are required bo ensuna that all data
posted on FedBzOpps complies with Section 508 of the Rehabiitation
AL 29 U5.C §T94d

Figure 14.82: FedBizOpps Buyers

Click on the link for "Forgot your password".

FBO Password Finder

To recewe your username and password by email, please enter your email address and click the send request button:

Email address: [inhn.smiﬂ'n@dev.null

| Send Request | Cam:al]

Figure 14.83: "Forgot your password"” Link

Enter the User's email address and click on "Send Request".

Please Note: You must enter the User's email address as was entered in the User's profile, as the email
address field is case sensitive. If you do not enter the email address in the correct case, you will receive an
error message.

The system will then forward an email to the new User with their Username and Password.
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14.3.2.3 Editing or Deleting a User's Account

User Administration

Search For User

Last Name:
First Name:
Username:

e |
SESC |

TEST ORG
Office [ Location [ Actions
Test Office XYZ Test Location XYZ | Users
Test Office XYZ Test Office 2 Users

_Back]| ' Create Hew User |

Figure 14.84: User Administration
To edit a User's FedBizOpps account information, pull up a User's account information by:

e Entering the last name, first name, or username and clicking on "Search".
e  Clicking on "Users" next to the Location.

User Administration

TEST ORG
TEST OFF
. TESTLOC
Name Title Usemame  Is POC | Actions
Doe, Jane [Contracting Specialist jadoe [ Mo [Roles[Eds Delete [POC
[Semith, Toha [Comtractng Speciaist [jsemith [ Yes [Roles[Eds [Delete[POC

Nate: Users specified as a POC against a posted (EPS) Symapsis cannat be deleted

<< Back Create New Liser I

Figure 14.85: User Account
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From this screen, you can:

Assign or delete roles.

Edit the User's profile.

Delete a User.

Change the POC designation.

The assigning of roles and POC designation is discussed in section 1.4.3.2.2 of this manual. To edit the
User's profile, click on "Edit" next to the User's name.

User Administration

First Name: [Jane
Middle Tnitial: [4

Last Name: [Doe

Title: |Cui1:m|:1ing Specialist
User Name: |jados
. Password: |~

Telephone: |202-222-2722
Fax  [02-333-3333
Email:  [none@devoull

Location:  [TEST/TEST OFF, TESTLOC =
Save Cancel I

Figure 14.86: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A
User can change their profile information by logging into FedBizOpps and clicking on "Profile", except for
their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the
correct information and click on "Save".
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User Administration

TEST ORG

TEST OFF

TESTLOC
Hame | Title Usemame  [Is POC | Actions |
Doe, Jane Contracimg Speciakst [jadoe [ Mo [Roles[Eds Delete [FOC
[Semith, Toha [Comtractng Speciaist [jsemith [ Yes [Roles[Eds [Delete[POC

Note: Users specified as a FOC against a posted (EFE) Symopaiz cannot be deleted

<< Back Create New Liser I

Figure 14.87: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User,
please ensure their POC designation is set to "No", then click on "Delete" next to the User's Name.

I Emm D

Delete Confirmation

You have requested the deletion of the following User. Please confirm that you wish to delete this User.

Wame: Doe, Jane
Usermame: jadoe
Location: TESTLOC

Figure 14.88: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on
"Delete". Otherwise, click on "Cancel". The User will be deleted from the system.
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14.4 Registration Form for Federal Users

New users can request a FedBizOpps Buyer Account by filling out the "Registration Form for Federal
Users". To access this form, go to www.fedbizopps.gov and click on "FedBizOpps Buyers".

Buyers

Federal Business Oppos

¥ Note

Fedaral contracting professionals are solahy
responsible for the contend of any synopsis
subrnitéd. The FBO staf will make no
changes or comections to synopsis content

i Buyers Links
P ARNET Home
¥ Registration Form for Fadars] Usars
¥ Do FBO
B Buryers Manusl
¥ FBO Burer s Marumsd (Dowmiosd)
¥ ey ed Motes

i General information
¥ Sechon 305 Yendor Nolice
P irtertace Description
P Managemant Responsiity
¥ Frequently Asked Guestions

& ou must have 3 valid User account 1o use this system

O DR @ W UG T SCopunt, T out thie online Beaiaion Fomn fos
bl Ukiis

-

™ =

e

*
™

Plezse anter your User ID and Password

wser:[
passwor: [

Login .

Motice of Section 508 Compliance: Buyers utilizing the Federal Business
Oppontunities (FedBxOpps) wabsite are required to ensure that all data
posted on FedBzOpps complies with Section 508 of the Rehabilitation
AL 29 U5.C §T94d

*nﬂmw

W FedBirDpps News
B ¥ihas b

P 508 Complance

* Privacy and Security Statement
P Privacy and Securty Siabement

% Contact Information
¥ Emad oo suppont@gen gov
¥ Prione: 877.472.3779 (Tod Fres)

il o i e B e
T SRS FR e

Figure 14.89: FedBizOpps Buyers

Click on the link for the "Registration Form for Federal Users".
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Buyers

Fhone: 877-472-3779 (Tol Free)

¥ FedBirOpps Home
¥ FedBizOpps Home

¥ FedBapps Buysrs
¥ FedBuOpps Vendors

Federal Businass Opporfunities

Restricted Use

FedBizOpps (FBO) Registration Form for Federal Users

Bafore an inddual user can regisier 1o usa FBO. his or her Agancy musl be regislenad wilh FBO. Please contact the
FBO Helpdesk &t 877- 4723779 or 8l o SuppOr@ass o far Agenty registation

Emplayee Naim:

[ T P PRI v

ERTIRHYE S F A R
Agency Narme:

BureawCenter Name:

Street Address:

Citye

State, Zip Code:
Telephane Nsmber:
FAX Misnier:
Email Address:

Select One ;I

[
I
I
I
[
I
|
[
[
|
I

SubmitForm | Feset |

Figure 14.90: Registration Form for Federal Users

New users will fill out the necessary fields and click on "Submit Form". This form will then be forwarded to
the appropriate Agency FBO Administrator by email. The Agency FBO Administrator, or their designee, will
then be responsible for setting up the User.
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The FedBizOpps Statistics Module allows designated “Stat Reviewers” to view FedBizOpps System
statistics. The “STATS” button is only available to those individuals designated as “Stat Reviewers” by their
Agency FedBizOpps Administrator.

To view statistics, click on “STATS".

TR ™ ki ® a
I DUVy ILCALISLIUVS
Choose from the following 3 options:
1) Display FRO Stahstics for the current date and time Gaot Siats

2) Display FRO Seatistics for the Bollowing:

Month[05  Dapl30 | Year[2002 [ GetStats |

3) Dusplay FEO Seanstics for the following two dates
Begin Date Munﬂ)' Day Year
End Date: Month] Day Year Get Stats

Figure 15.1: Statistics Module
There are three options for viewing statistics:

e  Statistics for the current date and time.
e  Statistics for a specific month/day/year.
e  Statistics between two date periods (e.g. 05/01/2002 — 05/31/2002).

In this scenario, we will use option #2 and view the statistics for a particular day. Enter the month, day and
year for which you would like to view statistics. Two digits should be entered for the month and day, while
four digits should be entered for the year. Then, click on “Get Stats”.
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s b 72 o TN TRT S PR ST I
DUy urganizanion Statstics
30 May 2002
Organization Statistics

Entity ' Number

Agencies ] 38
Offices ' 464
Locations 2387
Buyers j 20057
Femstered Vendors | 189199
Active Synopses

Active Presclicitations : 16134
Active Presol Modsfications | 0
Actve Awards 0
Active Sources Sought | 2023
Active Foreign Standard | 0
Active Sale of Suplus : 34

Active Special otice | 825

IO TN .

Figure 15.2: FBO System Statistics

FBO Organization Statistics

30 May 2002
Owrganization Statistics
Entity j Number

Agencies 38
Offices 464
Locations j 2387
Bugers | 20057
Registered Vendors j 129199
Active E1o]

Active Presolicitations 16134
Active Presol Medficabions . 0
Active Awards | 0
Active Sources Sought 2023
Active Foreign Standard ' 0
Active Sale of Surplus | Y]
Active Special Notice B25

Figure 15.3: FBO System Statistics
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LT Ceonre ] o TN “oriow | o] M ] e | ~oeare ] houm ] ~srars ] “mome ] tocour
Total 15016
Active Solicitations
B chve Sobestaton Uploads 13269
Actve Sobctation Indexes TETY
' Total 21148
Archived Synopses
Archore Presolicitabions 60725
[Archive Presol Modifications 0
Archove Awards 0
Mrchive Sources Sought 4391
Archave Foreign Standard . 3
Archore Sale of Surplus 58
Archove Special Nohce 2847
Archive Combine ' o
Synopsis/Solicitation
Total ' 68024
Archived Solicitations
Archve Sobeitation Uploads 523
Archive Solcitation Indexes | 148
Total 671

Figure 15.4: FBO System Statistics
The FBO Statistics screen will display:

e The number of Agencies, Offices, Locations, Buyers (Contracting Officers), and Registered
Vendors (Vendors registered to use our email notification service) on FedBizOpps.

¢ The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for all Agencies.

e The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for all Agencies.

e Alist of Agencies, along with the number of active and archived postings for each Agency.

You can also view advanced statistics for a particular Agency. Click on the highlighted link for the Agency
in the “Code” column under “Postings”.
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Louan | ceote | er f o] vnow ] moex | akcerve [ wiascenve | DELETE ] Avan | |_ProAe | Locour J

[ Postings

|r Cade Agency |[ Active I Archived Total
Dog Department of Commerce i 214 1240 | 1454
[DOI Department of the Interior [ 815 2062 2877
[Do7 Department of Justice [ 391 719 1110
DOT TDiepartment of Transportation [ 1313 4027 5340
[GSA  [General Services Administration I 1140 4930/ 5070
EE Department of Health and Human Services | 09| 1736 | 2145
WASA  Mational Aeronautics and Space Administration | 1530 3467 | 4397
MEC  Muclear Regulatory Commission [ 7| 3 68
LE Peace Corps ! 2! 8l 1
[ssA Social Security Administration I 23| 397 430
TEST  TESTORG | 225 195 420
TBEAS  Department of the Treasury [ 288 2382 2670
[USAF  Department of the Air Force [ 4146 29293 | 33430
[USHH  Uhnited States Naval Home [ 5 10| 15
VA Department of Veterans Affairs [ 664 | 1578 | 2242
[XMBANE Export - Import Bank of the United States | 2| 23 25
[ALL Ali Agencies I 11184 52129 63313

Figure 15.5: FBO Agency Statistics

[ “coae | e ] ] omow | oo | hvcarve | umarcuive | omzme | oun—|
FBO Agency Statistics
GSA
30 May 2002
| Agency Statistics
I Entity | Number
[Offices | 11
[Locations | 323
[Buyers | 1941
[Registered Vendors | 25306
[Active Synopses
|ctive Presolicitations | 1000
[Active Presol Meodfications | 0
|Asctive Awards | 0
!.P..c&we Sources Scught | 66
\Active Foreign Standasd |
|tctive Sale of Surplus | 4
| Artive Soweial Matice [ 70

Figure 15.6: FBO Agency Statistics
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Tatal 1140
Active Solicitations
Bietve Sobestation Uploads 1834
Actve Sobetaton Indexes 2

Tatal 1836
Archived Synopses
HArchore Presolicitabions 3612
Archwe Presol Modificaons i
Archave Awards 0
Mrchave Sources Sought 473
Archive Foreign Standard i
Archave Sale of Surphus 3
Archve Special Notice B42
A.rcfh:ae_ Combine 0
Synopsis!Solcation

Total ' 4930
Archived Solicitations
Archve Sobeitation Uploads 138
Archare Sobeitahion Indenes 1

Total 189

Figure 15.7: FBO Agency Statistics
The FBO Statistics Screen will display:

e The number of Offices, Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors
registered to use our email notification service) on FedBizOpps for that Agency.

e The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Agency.

e The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Agency.

o Alist of Offices, along with the number of active and archived postings for each Office within an
Agency.

You can also view advanced statistics for a particular Office within an Agency. Click on the highlighted link
for the Office in the “Office” column under “Postings”.
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Archive Soheitation Uploads | 128

Archive Sobcitation Indexes | 1

' Total | 189

Postings

, Office | Active | Archived |  Total
[Federal Supply Service (FSS 432 2078 | 2510
[Federal Technology Service (FTS) 64| 1057 | 1121
Office of the A dmandstrator (A) 1 2 3
[Office of Government-wide Policy 4 g 12
[Office of Management and Workolace Programs (C) 1 g/ 9
Office of the Regional Administrater (24) 0 2 2
[Public Busldings Service (PES) 637 1773 2410
A1 Offices 1139 4928 6067

MNote: Statistice are current ag of 2002-03-30 12:05:00

<<¢ Back |

Figure 15.8: FBO Office Statistics
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FBO Office Statistics
30 May 2002

Office Statistics

Entity | HNumber
Locations | 34
.Buytrs | 437
Regstered Vendors | 11551
Active E1o
Active Presolicitations | 345
Active Presol Modifications | 0
Active Awards [ 0
Active Sources Sought | 38
Active Foreign Standard | 0
[ Active Sale of Surphus | 2
Actize Special Notice | 47
Active Combine 0
SynopsisfSolicitation

Figure 15.9: FBO Office Statistics
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The FBO Statistics Screen will display:

e The number of Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors
registered to use our email notification service) on FedBizOpps for that Office.

e The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Office.

¢ The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Office.

e Alist of Locations, along with the number of active and archived postings for each Location within
an Office of an Agency.

You can also view advanced statistics for a particular Location within the Office of an Agency. Click on the
highlighted link for the Location in the “Location” column under “Postings”.
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Postings
Location Active Archived | Tatal
I anagement Serwices Center (10FT) ] 38 46
-O:'Ece Supples and Paper Products Commodity Center (2FT) 40 56 96
[Mational Furnture Center (ZEM-CON 15 23 33
Local Procurement Donsion (Philadelphaa){3FHNG) 7 16 23
.P[ ocirement Sernces Center (Chacago) (SFOQOF) 5 10 15
-I‘r--pm-,' and Tranfic Management Diansion (6FBD-F) 0 2 2
Hordware and Applance Center (6FE) 169 1066 1235
|General Products Center (T30 120 06 826
|General Procurement Branch (San Francizco) (SFBEG) 4 14 18
.Co.:gorate Contracts 2 3 10
[Office and Scientific Equipment Center (FOG) 22 48 70
-_T:\f;.\_rmahgﬂ_':t_t_hn_qI;:-_;;_',r_;_!__c_cr_*-'.::z_m;:_ﬂ_C_ent_e_r_(?_'_‘f[) 1/ of 1
[FSS Accuisition Management Center (FOO 2 23 25
-..!'.r.qwsn-.;m Operations and Electronic Commerce Center (FCS) 0 0 0
.Seru',ccs Acouisition Center (FCI0) [ 9 [ 18 2'1'.
[Office of the Chief Information Officer (FT) 0 0 0
[Local Procurement (Atlanta) 2 7 9
[Office of Vehicle Acoquisition and Leasing Services (FF) 19/ 30/ 43

¥
¥

Figure 15.10: FBO Location Statistics
The FBO Statistics Screen will display:

e The number of Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors
registered to use our email notification service) on FedBizOpps for that Office.

e The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Office.

e  The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Office.

e Alist of Locations, along with the number of active and archived postings for each
Location within an Office of an Agency.
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You can also view advanced statistics for a particular Location within the Office of an Agency. Click on the
highlighted link for the Location in the "Location" column under "Postings".

30 May 2002

Location Statistics

Registered Vendors 1897
Active Se5
Active Presolcitations 3
Active Presol Medifications 0
Actve Awards 0
Active Sources Sought 1
Active Foreign Standard 0
Actve Sale of Surplus 0
Active Spectal Notice 2
A ctive Combine 0
SynopsialSolicitation
Tatal 8
Active Solicitations
Actve Sobicstation Uploads 14
Aective Sobictation Indexes 0
Tatal 14

Figure 15.11: FBO Location Statistics
The FBO Statistics Screen will display:

e The number of Registered Vendors (Vendors registered to use our email notification service) on
FedBizOpps for that Location.

e The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Location.

e The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices,
Foreign Government Standard Notices, Sale of Surplus Property Notices, Special Notices,
Combined Synopsis/Solicitations, and Solicitations for that Location.
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